NEW YORK, N 


J 


AVE, 


260 FIFT 


ow 
lo= 
uu 
x= 
—_—_ 
oo 
co 
—] 
a 
(=) 
-— 
-_ 


ANDREW GEYER 


a elec i ee Sea 
— zy : a : oath ae eee ae eo, 
i a . Foe ee lle ell 
a ae ae ‘ be a, * 2s ake, iE ee as oe ape ae Rous eae, os, ; 
5, REST act 2 . Be os 4. eae 5 Boy ve Soa ee ee a a oe oe ae. { 
cane Ale ce ie oa f b Bh a pe ee sae ca . ae 
fae ih es | es ee ae am ea ae BME, ih ce a 
eee eee ee i wos ae ae ere at ; ol a ae ie rire 4 Ze 
: cn ae ne — aa ae ae. 4 ere : oo ‘ie ive 5 Pe: + 7 i oe 
eV ae . , mo. er. i) tad Meee: aoe aa i j ane * " j 
a bes a ee Ep = sea " es ae : a ee i oak ' 
oer ge pt a ae Crh oe ae a a we ia a i eS re = a, fi GT ees oe a ae 
— | ieee Te ee > a an ba . pee oe ee i Rea eae Kikai. ihe 
pn, eee oe ; i a = Da a eee x = eee ee gg re ‘i V8; 
i oe g _ ey ee Se ey: a . ae ae a eee ‘ * ee 
oat Se Set ag A ae a6 a ee A aoe a: & ae ee ie "gouge Nels, s t Bes ; 
Le Soe =F Br J Oe. ies oa! ae eee Bae eo Te alles 5 : ‘ 
fe —— ; : ae oe ec ee eo oe ae = ee S -_ 
oa ma ea eo) =e. zat ve <3 eat as Ca eins oe Pines = 4 peetos, re F 
7 2p oe Bh a pp ee gia eke fa: eee ee a cas a eis: Be yl 
Bele _ a —" a aa * he eee sa * sae ; me : 3 4 ec 
en a ee | ‘ns Se / a 7 foe pie iat 22 Co ee ee i ; 
| 7 > ee —_ i. ie oi a ee i Se : ree % * : 
sae ae Re: fy * P: : 
2 ‘" ai ro = _ Bs bj 
z eg = : , ae : 
ie oe : os i 
oh ue ae yi 
eve si . oe . ae oe 
’ ie B es Bae E j 
ae | ee = = Bee — bits : ji 
Si ee : ae ‘ a oe ae & 
ee, eee a q a 4 = ae i C. sins 
. te F = ae a a — | 
Do : 4 : oT ee “ oe 
5 2 a 3 
eee pi ee 4 = 
© aes ; net eet 4 q 
2 - 2) eee oe : : 
eS ae e : Sen a : cee : ry 
ia > Sl aire z oa ae i 
Bae i ac eo a. 7 é ae ‘ i ee 
7 . aa em oe ia Be ae E i 
ee ee : a j i S 
ee ae sl, f i ; . 
2: pe eae : 3 
ie tS Pare Oe ne a 
> ae a - i : 4 t ' 
3 ao ae eS | t A : : 
- oe mice , an a ae a * sip aes a 
a i . cae re 
a tee aa 
— My Be - 
tae ee £ E 
yc. he ‘ - é i 
Ae : eo. a : 
a —- a = — . pie 
ay a fi a ee aa i = ee 
= Rei 7 E: Mane rei 3 a ts 
. ees . ae ee Ai . Ei —- oe 
os eee ~ ae ois : A ay : i 
a “au Aap a oo iae a er ae 
ae ea ae Fe Bee ete Ss St 
a a ie x ae ee a 
pi a a ia — mi % Wy an 
 ——— ag ag i. ‘ ee 4 in - 
. J Be <i) 5 Pe .. = Er ‘ a : 
ie . ss me ie ie ae ne ae e c 
Mine ee a <n ——_ v Bl Ls a 
Cae a es) i % 2 ey ' a - 
ia ial tp a spe ices ie i oy 
a | A ok a we a —— 
oe R: 4 = x S| 
pe eas . a Pug . te = qe : : : 
. oe a a ha ce eu a 
— 7 ct ae Ne : i ccs 
.- a Bees a 3 ; Beg ae 
—— K a ey : ; é: ie : .,. ae 
d = bakes a ia > ee de ine . Boe i ee pr. 
ee a : ae eee es ae a o “ee ‘ 2 : a F 
aoe es E ce a nee ere! ee eee an mig la ee Geer vt se : f 
— es 2 - mY ay eee oe ee ee : Be nee : E a 
— i ae a i ne Te ie cas en eye eae 4 i veTiee ; a 
San ve ; a ae oo (oo) a ie eget le . " 
‘2 ae S : a ee a ey $ Loe & : ae: ee ea e ae 
i ues i i mid oa ras eG atl et ue p 4 yy = > ees ait ij e 
iy ; . - a oe oe as ce : aS eee Te< ee 4 . 
. ts : - “ a= a : See — ee : 
: 5 ¢ : is ae pean = eet ee | ees y i es 7, yi i ; 
. aaa i im He Joe ee - 72 sane = gsi yi) . i ae 
* - a a. ae Sa a ae 2s er rs: ie i cE ee a ae 
be eer se teas hee ee, Pie a ae Wi 5 a eae a, el le. 4 = 
a es. a ia —- 4 eee ee ee ie 
“ a ao. Ns ieee oat — ee ae a > : 
: a eG ees Fe va eS: Price a Saielie : ae i : 
‘ S eas ee ee aa a oy Pet ass 7% : i t z 
: fe 6 mes : rh ~ Ss ee eee ee eh > ae e | é 
a 7 a tee a ae re ho ay ae) ea fe ve aes i z 5 ‘ 
yo i ‘sao > Se f ao i i phi Bec : es, - i Te i - oe 
a * ae a ot es $ oat TSS ae aa ie tae a a ‘ 1s 7 ‘ as 
= i a ae " ee: fe oy ee aaa ie a :. e . 
q = a ee ee oe : a eer oe ENE ee ee a 
" = ot ae) eae ‘oe ae an et ee (GR ER PS . — 
rw a e a a Wei eae ee ome ee Bae en a cae or Se oe = 
ve a ; [aa eo F en ak ce pert : a ie Bee eeu i : 
be Bc” ‘ A Bae eo ae eee : : ae ee e me 
a : a me a ee eae Sg, eee i Fae oe a eT = 
te, i —— Teg s i wa ee i oan Sat va a att Saya” ‘i : i, : = ea a * 
: oi Z a oa in ee a eon =< he eae eS ee pee oe ‘ e: 
B 2 lt Rac : ah 7.3 ee ee | i fe! ae. SP el es eee Ms ‘ a 
p iz ~*~. Bet res E as os ee eS iS ne © ts eee ey ad e ; a 
= 4 an 7 a & = > ae as cha) Riga os ie etter ile x ay 
, 2 : ae me : ee. ee “he oo ee Se a ae < 
eS : : Bee ee = Pcs eae we. fo et ee i ae a ers , 
er - ae a [a _— a APRS oe ae : - 
ae i oe "ie ea gee fe | a z Bey aa ee ed : = 2 
ba : ~~ ae Oe a a : es : ae or @ ; ee 
a a ——_—_ ae “aa “ey ee, on ae oa ‘J & as : é a ae a 
a 2 Bai 2s ae # > L ee. © ie Bet. | 3 
at : , ei | edi.Aee LA  - a = 3: 0 i ee ot “ ius 
ila : 5 ee a — a. oo hy Be ee Gee Ce ae : a 7 
ee ay ot : Mem eS ee ee VS ee eee ee ? i 
: : _. @ i i mice: oe wae) at 
3 cm i i 7 a lO ee : ae 
Me = ot . 7 te » N i - * { i au 
‘ A a : wt Bi ” S a i 
. ag re ga Sen ‘ ae " a i = iy es *y : i 
: ef ; “ ae } : : nfo oe Lo ae n iY 
md ' 4 eee) : 4 = = \ ; a es Cee es : ib 
ip a. a =_-_ | A ee ie ie gg oS =o. : a 
j 2 e a a. ay Rear 5 i a eet ae m3 ai, ; 
a ae = : #9 5 . — a Las . re + as % gh x 
‘ SS ie 4 i‘ fi ww ee a - . = : a i 
u : ost aig Pes Bray . ae! J a Fe ase ee ¥ : 
E : oe . | ae ie = E s ‘ 
iad | Hi ee. ba ae — | iad ea. Pe oS ua = oe. eee 
ae, a lng hE ee Gy 4 _ i. a: Ti ak o a - 
a Bk : fe is : ee ee 0a ee ay = . ee 
- = e ee Co. , Se ee (ore eas 2 
3 oe : a ae ae (ee Et oe ee on “ene i ee aes 
i a eee eae 5 a) oes Sees a e a a) ace ¢ Lee z ae 
aie oe A Aha oat aoe oe Bee hg ogee i ae: . Pa Se tayo o ae 
e a eee SS oe a oa: a ee : - 
eH = ee eta oe yy ae 7 Se a te x a eal ; co 
ne i ie = a a Ree | ie i ‘cian aa 4 a 
ies = a ee eer  — cas fas ew ae a ; 
A < fe Pie oe . ee” ar a eee = Bees Ale . s a 
a oe - oe ae eS Pe ee. cr mere he ' a ‘ a 
ee é be. - > Oe ae % o i oo 
on saat a | ae fee ae ome Mes : Se ‘ i a ye : 
i) a ae ae , o: Poo pe eh ie 2 = p fe 
i Ss oe “4 bo a = Agee ae) ae : peg y 
py. eee ae = ak. : ee ae Neale jae } eo) a - = ee ae ie 3 ‘ 
ae 3 ‘ a Be oe eee a ae lea ia ; 
ent a — are: en ee ee | Me ee a te ea ‘= 
ae ; i ae ee te on i aa a ES a ; i : ae 
cs 1 by | a - -_ fe 2 of: be 4 <) 
es} me Fc . =H] ai 4 4 
Boe a | : ae i s 
a <& ee Ne a ee rey ; 
Bee ac pa ‘= a : ae ‘ ee Wet Ks ek oe oi ae + 
ce. aes — a eee : ae Se As Ths el ae 7 
CL ‘ Bee | ae a Bers : a ae 
ee : a ee. ; i a I Cea ce iE a9 ne pei 
won “? ae Se ey eg oy, a, ea ' eae as ee r . 
me fia ae A Su spe oe 8 ee 


Working Comfortl 


PROVIDED IN THE MODERN 


ye 


The dealer who sells GoodForm Adjustable 


Chairs for the modern office sells a com- 


fort value that is of the utmost importance. 


Without working comfort, the individual 


worker cannot contribute the maximum 


share of productive results. 


Get working comfort through the use of 
GoodForm Adjustable Office Chairs... six 


eta styles provide seating efficiency for every 
Chair No. 3129 for Management, 


cushioned in foam rubber and 


upholstered in colorful Cavalon type of worker. 
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THE GENERAL FIREPROOFING COMPANY 


YOUNGSTOWN OHIO 


ea ee On aaa Lae te 3 aR cae ~ 


To answer the above ad use QUICKMAIL COUPON No. 6 
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you want 


GEYER’S OFFICE EQUIPMENT DIGEST 


each month, without charge= 


Tell us on your letterhead what you think of this new magazine which has 
been especially designed to meet your needs as a purchasing and office manage- 
ment executive. We will welcome any comment or suggestions you may care to 
make regarding the editorial content, the layout and physical appearance, the 
patented Quickmail coupons for answering advertisements, the helpfulness of the 
magazine to you as a buyer of office equipment and stationery products. A long 
letter isn’t necessary. In return for your comment we will be glad to send you 
the DIGEST for a full year without charge. 


GEYER PUBLICATIONS 
260 Fifth Ave., New York, N. Y. 
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With the streamlining of business methods as well as business machines, has come more and better 
work with less time, less effort and less cost. 


Columbia ribbons, for all types of business machines, are kept abreast of the latest developments 
by advanced laboratory research and rigorous testing to insure the utmost in efficiency and economy. For 
your benefit, Columbia laboratory has kept constantly at work developing, before they are needed, these 
new, better and modern ribbons which insure the best results from modern business machines. 


In ribbons for your special as well as regular requirements, Columbia originality plus Columbia 
quality will solve your purchasing problems just as they have solved the problems of many of America’s 
leading firms by definitely improving and speeding up work with gratifying savings in cost. 


Why not check on your ribbon performance by testing a few Columbia ribbons in your business? 
Recommendations will be made by Columbia without obligation as to ribbons—and also carbons—best 
suited to the particular requirements of your business. Use QUICKMAIL COUPON No. 2. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 
Main Office and Factory: Glen Cove, L. I. N. Y. 


New York Sales and Export: 58-64 West 40th St.; Kansas City, Mo.; Dwight Bldg. 
Factories: London, England; Sydney, Australia 


OLUMBIA 


‘TYPEWRITER RIBBONS & CARBON PAPERS 
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*g 7 Most beautiful Pens and Repeating Pencils ~ | 
FS _ inhistory! 


ta, 


Ag ' 
@— Eversharp’s new, super-modern “SkyE 
e running-mate to Eversharp’s classical Dori 


Designed by America’s ace designer— 
Bs a Henry Dreyfuss. 
‘ 


s%- 20 years ahead of this industry—in performance. 


Matched sets—BOTH PEN AND REPEATING PENCIL —for the price of: 
es “4 x any remotely comparable i alone! 


ale Guaranteed — not for yours-<ill pS . Wee out GUARAN 


“@ —_ BACKED BY AMERICA’S MOST SENSATIONALLY SUCCESSFUL RADII 
PROGRAM IN YEARS—“TAKE IT OR LEAVE IT!"—OVER GIANT, NAGE 
Ng’ WIDE CBS NETWORK. 


. plus NATIONAL MAGAZINE ADVERTISING. 
Saet we wie 
at An ideal item for prize —— gifts, ond Saiveriisine pu 
= Presented by a new, Sheil alive EVERSHARP, INC. 


. yy, WHETHER YOU FAVOR SMARTNESS—OR WRITING ABILITY—OR BQ 
i , 
Fer EVERSHARP LEADS THE PARADE! 


* A small charge—35 cents—is made, to cover 
insurance, postage and handling. But everything 
except loss or intentional damage is covered by 
our guarantee—not for years—not for life—but 
FOREVER! 
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Write or wire and 
our representative 
will call. 


EVERSHARP, INC., 
Chicago, III. 


August, 1940 
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To answer the above ad use QUICKMAIL COUPON No. 5 


%, 


EVERSHARP! 
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et the ma 


"erage 
It used to be “Caveat 


Emptor” — let the buyer beware; let him pur- 


chase at his own risk. 
Here in America it is “Let the maker be- 


ware’ —let him make at his own risk. 


Let him cut the quality of his household 
appliance or his can of food —a million women 


will blackball him off their lists—faster than 


you care to think. 


Let him substitute an inferior part or in- 


gredient—the purchasing agents of the country 


will put him out of busines&—and it won’t: 


se 


take long. | . 


Let him cut corners anywhere along the 


line—millions of once loyal customers will 


. a million women 
will blackball him 
off their lists. 


Let him cheapen the fine name and fine 
trade-mark he has built—and almost overnight 
they can put the padlock on his factory. 
Like Caesar’s wife—the fine trade-mark 
must be above suspicion. 
The responsibility of the true American 
manufacturer is to make just what he says he 


makes,sof make it even better, and—to stay 


turn him the cold shoulder. 


where you can find him. 
oh 


as 
+ 
We 


To large users of duplicating materials 


MIMEOGRAPH is the trade-mark 


PEL STSEATERNMLL 


Are you responsible, directly or indirectly, for 
the duplicated material produced in your 
office? If so, we ask that you review it some 
day soon. Is it doing the job? Is it a credit 
to you? 


We Take the Responsibility 

In leading cities we have men who will make 
a careful analysis of your duplicating prob- 
lems. They are familiar with similar problems 
and can show you many tested ways of making 
and saving money. 

Through our Customer Aid Department 
we will train your people to turn out better 
looking copies at a lower cost and in less time. 
New Machines 
Many executives who started their careers as 
office boys think they know all about the 
Mimeograph duplicator as the result of having 
operated one twenty or thirty years ago. We 
ask these men, and others, to see and try our 
new products. They are streamlined beauties 


of A. B. 


imeograph duplicator 


ick Company, Chicago, 


To answer the above ad use QUICKMAIL COUPON No. 3 


* 
* 


with traditional Mimeograph quality in every 
bolt and gear. 

Purchasing Agents 

—and others who control the purse strings 
know that a Mimeograph machine lasts prac- 
tically “‘forever.”” They recognize the depend- 
able character and economy of Mimeograph 
stencil sheets, inks and other supplies. 
Stenographers 

—who prepare the stencils know that 
Mimeograph stencil sheets are far easier to 
prepare, easier on the eyes, and more adaptable 
to the touch than any other brand. They know 
that the seventy-third or the nine hundred and 
seventy-third copy will be just as crisp and 
legible as copy No. 1. 


* * * 


May we consult with you on your duplicating 
problems? . . . A. B. Dick Company, Chicago, 
Illinois. Distributors in leading cities. 


egistered in the U.S. Patent Office 
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IMPROVED 


This end IDLES 
when mechanism 
is turned too far 


Two SAFETY IDLERS now eliminate 99% of mechanical beckword RITE-RITE 
pencil breakage. The new Threadline mechanism can't apes 
This end IDLES be damaged by turning or twisting. It merely idles when forced, instead of breaking. 
when mechanism For the first.time the public is offered a pencil precise enough to handle the new THINNER 
is turned too far leads, yet absolutely free from danger of damage by twisting. It's the final touch to a 
forward. epee : : ; ae 
EXCLUSIVE RITE-RITE perfect pencil, and fittingly, is offered first by Dixon Rite-Rite, creators of the famous 
PATENT 


thinner lead idea. 


INCREASED NATIONAL masias~>~chahahaiaieatade 


Cracking open in August comes another big campaign 
in the Saturday Evening Post, Liberty and Collier's to 
tell the public about this splendid improvement, to again 
remind buyers that Threadline Thinner Lead does the best 
writing job, is the best quality product. Big cards in buses 


14a0 


ond street cars throughout many leading cities will rein- ruinne® 


force the big guns, do a close-to-your-customers job. 


AGAIN — PENCIL 
SELLER FOR SCHOOL OPENING! 
B T) rT L FE T { N Feature the new Break Proof Threadline at 49c for 


volume sales during the peak pencil period from 
Us we go to Press... 


NEW: VIEWPOINT 


@ special stainless steel long tip that 

you see what you write. The 
sharpest mechanical pencil ever 
made. Sells fast to stenographers, 
bookkeepers, draftsmen, all who want 
sharp points! 


August 20th on through school opening. Plan a big 


pencil window, reserve front row space for the 


latest sensation — Break Proof Threadline at 49c 
with Threadline Thinner Leads, the standard of 
quality. 


RITE-RITE MFG. CO., CHICAGO, ILL, U. $. A. 


Subsidiary of Joseph Dixon Crucible Co. 


WRITE AT ONCE FOR DETAILS 


ORDER 
NOW , 


To answer the above ad use QUICKMAIL COUPON No. 7 
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NOW 15c & 25c TEXCEL 
CELLOPHANE TAPE 
WITH THE 
DOUBLE DUTY CUTTER 


You'll be delighted with Texcel in the 
new, novel handy dispenser. There is 
nothing else like it. Its greater utility 
means greater efficiency. Now, Texcel, 
the accepted cellophane tape will be 
even more acceptable in this ideal dis- 
penser — because it is new, modern, 
keyed to the times and to the needs of 
the consumer. 


Texcel Cellophane Tape seals without 
moistening. The accurate, clean edge 
prevents diagonal tears. It is famous for 


its all around use in homes, stores, offices, 

This side of cutter for This side of cutter for , ? : 

cutting Texcel before ap- cutting Texcel after ap- libraries, art departments, drafting 
plying. plying. ‘ ; 

rooms, schools, industries, etc. 


Texcel Dispensers for Popular Sizes 
¥ : 25c Roll with double duty cutter %” x 300” 
Commercial and Office Use 25c Roll with double duty cutter %” x 360” 
No. 1 Commercial Dispenser holds 2592” rolls. ise Bell with double duty cutter 4° = 180" 
No. 2 Office Dispenser holds 1296” and 792” 10c Roll—without cutter 
rolls. Packed in attractive Counter Display Cartons. 


Complete Range of the Popular Sizes. Price Schedules on Request. 


INDUSTRIAL TAPE CORPORATION 


CHICAGO, ILL. + NEW BRUNSWICK, N. J. + SAN FRANCISCO, CAL. 


To answer the above ad use QUICKMAIL COUPON No. 8 
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DR. PICKUS SAFEGUARDS PARKER POINT 


During the eclipse of 1868, Sir Nor- 
man Lockyer was using a Spectrograph 
to observe the gases thrown off by the 
Sun. Suddenly, on his screen, appeared 
a pattern never before seen there, dis- 
closing some unknown element. It 
came from Helios, the Sun, so they 
named it Helium. 


just as Helium was discovered on the Sun 


Scientific improvements—embodied in Parker Pens exclusively 


Contrary to popular opinion, all 
14 K Gold is NOT alike. There’s 
a vast difference — many differ- 
ences. For one thing, brittleness. 
The Parker Gold Points are all 
14 K, extra resilient, non-brittle, 
unlike ordinary points, due to 
special processes under the di- 
rection of Robert Pickus, B. S., 
Ph. D., chief Parker metallurgist, 


formerly of Yale. 


Moreover, in making points, 
precious metals can be easily con- 
taminated by foreign particles, 
even by gases. So today, in the 
hands of Dr. Pickus, the Spee- 
trograph unerringly detects any 
foreign matter in the precious 
metals intended for Parker Pens 
— Gold, Osmiridium, Platinum — 
thus insuring the utter purity of 
those we use. 


In numerous other ways. equally 
rare and scientific, Parker now 
vives the world Points unmatched 
by any other pens on earth. For 
example: 


At first, America’s leading re- 


finers of precious metals said to 
us: “We cannot understand why 
our osmiridium is acceptable to 
other pen manufacturers yet un- 
satisfactory to Parker.” 


But Dr. Pickus showed them 
the results of our studies, includ- 
ing photomicrographs magnified 
up to 3,000 times normal size. 
These revealed to the naked eye 
the inner crystalline structures of 
precious metals under varying 
conditions of temperature, stress, 
etc. And our revelations have in- 
spired refiners to revolutionize 
their processes. 

As yet these benefits are avail- 
able in Parker Pens alone, and 
most likely will be for a long time 
to come. For no pen-maker we 
know attempts the scientific stud- 
ies we employ here daily. 


Yet the Parker Vacumatic costs 
less than poorest pens, for it’s 
Guaranteed for Life by Parker’s 
Blue Diamond mark on the smart 
ARROW Clip. — And all Parker 
Points, remember. are 14 K Gold 


The Parker Pen Co., Janesville, Wisconsin 


To answer the above ad use QUICKMAIL COUPON No. 9 


DEMAND THESE FEATURES 
and You'll Have the Last 
Word in Pens 


Parker's Blue Diamond on Vac- 
umatic Pens from $8.75 up, 
means Guaranteed for Life — 
makes this pen cost less than the 
—— based on official Life 

ixpectancy Tables of leading 
insurance companies. 


Exclusive “One-Hand” 
Sacless Filler — the 
EASIEST, most con- 
venient of all to operate. 


New non- brittle, resilient Point 
of 14 K Gold, coated with pre- 
cious Platinum and tipped with 
& costly improved Osmiridium, so 
hard and dense it takes a“smooth- 
as-oil” polish, and wen’t wear 
scratchy as long as the user lives! 


Smart, streamlined laminated 
Pearl and Jet Permanite bar- 
rel—ring upon ring—a wholly 
exclusive style, with full 


TELEVISION ink supply. 


Room for nearly twice as 
wut) much ink as our old style 
because no rubber ink sac 
or filler bar inside. 


= 5 per : "% oe ae. “es - ee 
= eae a a — re eae 
ae a “4 os . ae. ee [ee F, 
é on i a. seas: to . wa 
¢ ae ae a —— 
Pea. a “i eo. aa £ ;  * e0ae : 
Pe, a) ea eae +. a - a 7 o ic | wit , 
a fe Eee a7 %y " ee a oe a 1 eae . wre : 
4 ce A ie ao. 2 ae f , ah ae 
es ’ . - i = ; 4 ; det ‘ 
se 2 - M, s] coal j > J ‘a a 3 a io y ‘ “ ae 
. ns 2 oo j & : oO , é 3 eas 
ae Fs . ee ‘ ‘ 44 ein. , Dae Q 5 oe e i 5 
J ght i i a) So Bice . We re “ 4 “on , eo : 4 ‘ 4 pe 
ge ee fe) . Se 
os et - | ere | oS : ene by ee — 
: ; ss ae =) .-  ——* er: ; ee ae é ; : oo ‘ 
é 4 a : : wail Pe * - a? 7 * 2 - ae. en F 
be, “ * A aa A v iy ‘ ue es a ee , ak ae ee 
a i, 4 _-m ae i ae 2 Se ‘ a oe 
= | ie ~~ | ee . aa. ae 
3 : <i one - ae : a om re oe” = , - 
j a é a <a Pd 5 ae ore a s [res PP z 
= | ae en ie 
° a3 bs fa a ee - Di " : 
Mie aan a 4 t : 
; ae : 
) 
: ' 
> ot 
: eS | 
, ‘ 
> 
, ee 
- ; 
ft 
' a 
- 
=) 
T 
x q i 
>; 
a 4 
— 
. an 
> 7 
; 
aa a 7 
i; 
, 1940 : 
a. ee ae eS - oe i : i an ae ae oie) eed aa ae a me a 
LS ae a Xo ee ea = See, ee lives ae: ae 


37th Annual 


NATIONAL 
BUSINESS SHOW 


“America’s Efficiency Exposition” 


ACE STAPLERS 
build ious - “ WiLL 


GRAND CENTRAL PALACE 


NEW YORK CITY 


Week of February 3, 1941 


In response to the wishes of many interested | 
manufacturers this important event will be | 
held the week of February 3rd, 1941 instead | 


of the originally scheduled date. 


SCOUT $150" 


@ It's good business to 


This will permit time for the unprecedented sell ACE. ACE quality— 
| ACE precision, ACE 
industrial expansion program to become ajl-steel construction is 


organized and requirements for office equip- | unmatched and guaran- 
tees your customers a 
ment better analyzed. | Lifetime of perfect 


| stapling performance. 
All manufacturers desirous of participating | ee 
—_— . at stronger pres- 
in this opportunity to demonstrate the advan- tige—what greater good 
tages of their equipment and services are will could any dealer 
invited to send for information regarding desire than ACE Leader- 


hibi il ship,won and established 
weaeetiennens —_ _ and approved by millions 


| of ACE users. 


CADET $300° 


CLIPPER $459° 


' ACE (J 
Order from Your Office STAPLE ry 


NATIONAL BUSINESS SHOW "| Eis 


* EAST OF ROCKIES 
Frank E. Tupper, Manager 


50 CHURCH STREET NEW YORK CITY os FASTERER GOR PORATION 


Makers of 
THE WORLD'S BEST STAPLING MACHINES 


COrtlandt 7-1382 


To answer the above ad use QUICKMAIL COUPON No. 28 To answer the above ad use QUICKMAIL COUPON No. 15 
10 August, 1% 
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Note the Underwoods in 
the country’s great public 
Service organizations where 
durability, dependability 
and low upkeep costs are 
important factors. Onecom- 


pany alone has bought 
100,000 Underwoods. 


Note the Underwoods in 
the offices, plants and re- 
fineries of the great oil pro- 
ducing companies where ef- 
ficiency is a byword and 
only top quality gets by. A 
single oil company has 
bought 40,000 Underwoods. 


000 


HAVE BEEN PRODUCED AND SOLD 


Note the Underwoods in 
the great institutions of 
learning. Underwood is the 
preferred typewriter of 


American schools. The 
Board of Education of a 
single American city has 
purchased 100,000 of them. 


NE HUNDRED THOUSAND Underwoods have 
been sold to a single public service organ- 
ization . . . 40,000 to a great oil company. . . 
100,000 more to the Board of Education of a 
great American city! No wonder production of 
the world’s favorite writing machine continues 
to climb rapidly beyond this record-breaking 
height! American business has registered more 
than 5 million votes for Underwood's fine writ- 
ing qualities, Underwood's ease of operation, 
Underwood's world-famous typing speed. Note 
the Underwoods wherever you go! 
Typewriter Division . . . UNDERWOOD ELLIOTT FISHER 
COMPANY... Typewriters, Accounting Machines... Adding Machines 


Carbon Paper. . . Ribbons and other Supplies... One Park Avenue, 
New York, N.Y. . . . Sales and Service Everywhere 


Has your secretary read our booklet “Patty Perfect?” 
Thousands of secretaries have already received 
their free copies. Based upon the prize winning 
answers to the question—“What 
Are the Qualifications of a 
Good Secretary?”—it is both Use 
entertaining and _ instructive. 
Write for your free copy. 
Copyright 1940 Underwood 
Elliott Fisher Co. 


QUICKMAIL 


COUPON vo ke 


UNDERWOOD —TYPEWRITER LEADER OF THE WORLD! 


August, 1940 
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HERE ARE THE CARBONS AND RIBBONS 
THAT HAVE KEPT “Sforms’’ ON TOP FOR 50 YEARS 


Ask your Dealer to show you “The Complete Line” For Every Purpose and Every Pocketbook 


CARBON 
PAPERS 


CLEANGRIP 
CARBON PAPER 


Its efficiency, cleanliness, long wear and RESIS- 


Cleangrip 


Whitedge 


Clean Pull 
TANCE TO CURL make it the carbon paper pre- asians 
ferred by busy users. American 
Cleangrip combines all the desirable features of Reliance 


good carbon papers plus the highly important 
special features possessed by no others. 


Carbons in all 


weights and 


finishes 


CARBON 
ROLLS 


Tailor’s Marking 

Photo Offset 

Billing Rolls for Elliott- 
Fisher Machines 

Billing Rolls for 
Burroughs Posting 
Machines 

Register Rolls 

Tally Rolls 

Teletype Carbonized 
Rolls 

Rolls for Elliott- 
Addressing Machines 

Special Rolls 


INKED 
RIBBONS 

Stormtex Silk 

Stormtex Cotton 

Cameo 

American 

Reliance 

Ribbons for Address- 
ograph-Multigraph 

Speedaumat 


Dupligraph, ete., ete. 


561 GRAND AVE. 


H. M. STORMS COMPANY 


Makers of “The Complete Line” of Carbon Papers and Inked Ribbons 
BROOKLYN, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 19 


We will be glad to pass your inquiry to an 
established source of supply or to tell you 
by whom the special products you seek are 
manufactured. 


A complete and up-to-date file is main- 


Se FrFeFet€ &@ 
EQUIPMENT 


AVEN U E 


GEYER’S 


2€@ F&F ta 


Information Department 


N E W 


If you are interested in any office equipment merchandise or 
stationery products not illustrated or described in the monthly 
issues of GEYER’S OFFICE EQUIPMENT DIGEST, write to us! 


tained in our office so that we can give 
prompt and accurate attention to all your 
questions relating to sources of office 
equipment and supplies. You are invited to 
make full use of this service. 


DIG 


YOR K 


EST 


a ae 


August, 1940 
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Gar Excellent 
‘es . INCREASE Performance 


STENOGRAPHIC | NEVA-CLOG J-60 


A TWO PURPOSE FASTENING 
EFFICIENCY DEVICE 


| TEMPORARY PERMANENT 
Bs : : hae ING 
NO BULGE AT FASTENING 2 etc FASTEN 
THE BINDING aed _ ; 


GE A 


Re tHERE ISA 
NON-SKID EDGE, 
ON EACH COVER 


No. J-60—List $3.50 


BOOKS OPEN FLAT 
i NEVA-CLOG now offers a dependable Stapling 
Patented special method of binding permits _ Plier that will deliver either a temporary (spread) or a 
SPRING rapid terning of pages without tearing or permanent (clinched) staple. 
BINDING secnieennen, ‘Sects epee Ge... comp | The anvil is easily and quickly set at either desired 
cise: tum: tis. al nie te te position by slight pressure on a button in the base 


| of the lower jaw. It is simple and fool-proof, and 
ALI | remarkably efficient. 
BOOKS CONTAIN 80 LEAVES This new NEVA-CLOG J-60 fills the demand in 
Patented NON-SKID EDGES keep many offices for a temporary fastening device which 
the book upright in any desired 


2 is practical, efficient, portable and durable. 
position. NON-SKID Easel Note- | NON-SKID ——=, =— fp | 
books don’t creep or collapse. EDGES wae 


x 740 
aoe? rae.es 
NEVA~CLOO ST 02 245 


= 
PY, ie ee >: | 
> ———. (CN 
ere So PRODUCTS. t= 
\ RENAE ens. ot ial ores 


EYE TINT or WHITE STOCK a 
3 Whatever your preference, NON-SKID ee 
THREE Easel Notebooks provide choice of either 
STAND ARD eye tint paper ruled in green—or white DJ-340 Staples, 5M per box 
RULINGS paper ruled in red. Paper suitable for USE ONLY GENUINE 
either pen or pencil notes. NEVA-CLOG STAPLES 
See Your Stationer For | Write for new 1940 catalog, now ready. New 
Samples and Price Information machines, new prices, important information. Free on 


request. 


nC NEVA-CLOG PRODUCTS, Inc. 


BRIDGEPORT, CONN. 


ROCKWELL-BARNES COMPANY 


1525, West 38th Street = = Chicago 


To answer the above ad use QUICKMAIL COUPON No. 18 To answer the above ad use QUICKMAIL COUPON No. 10 
August, 1940 
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shipping room. 


KEEP YOUR CURRENT PAPERS IN 
THIS ATTRACTIVE DESK FILE 


The EXECUTIVE DESK FILE 
SPEEDS OFFICE ROUTINES... 


_ reply, saying, in effect, “The Speedway is a fine 


Office Managers commend its efficiency . . . 
Serves in every department of a business where 
workers handle papers . . . from executives to 


© © © SMART IN APPEARANCE, Sturdily Constructed 
NOTE THESE EXCEPTIONAL FEATURES 


| 
1, Celluloid or linen Tabs Indexed A to Z OR | 
1 to 31. | 


_ Furnished in either black or grey heavy rigid | 
covers that will not warp. 


Expansion provided to accommodate volume | 
" use of the file. | 


CALL YOUR STATIONER for this Executive File 


QUALITY PARK ENVELOPE oe 


General Office & Factory ~. 3 _ Chicago Office 
Quality Park | * & a . : 
St. Paul, oe ae 11-116 Merchandise Mart 


To answer the above ad use QUICKMAIL COUPON No. 17 


USING ABOUT 35 SWINGLINES 
wouldn’t buy anything else! 


ginal letter on file. 


writes a Detroit firm 


No. 4, $4.50 


We sent a million dollar Detroit firm a sample of 
our Speedway File Fastener with the regular fom 
letter. The purchasing agent took the trouble t 


product, but let me tell you how much we like you 
Swingline Speed Fastener.” 

Reproduced below are the purchasing agent’s re 
marks on Swingline. They speak for themselves. Or: 


“I would like to tell you that we, at 
the present time, are using approxi- 
mately thirty-five (35) of your frozen 
wire staplers in both sizes, three (3) 
and four (4), and I do not think it 
will be possible within our organiza- 
tion to buy any other kind or type of 
stapler since we have used these.” 


No. 3, $3.50 TOT, $1.50 
SPEED PRODUCTS CC 


ro 18 Northern Blvd. Long Island City, N. 


To answer the above ad use QUICKMAIL COUPON No. 20 
August, 
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in this handy, file-size book. 

48 Pages, full-color illustrations, 
complete information AND prices 
on LABELS for Shipping, Advertising, 
Instruction, Production, Packaging. 


FOR YOUR 


TO ANSWER THIS AL 


FREE COPY sOUPO8 we ESD 
COUPON no fe} 
70 ay! 
VISIT OUR EXHIBIT AT THE WORLD'S FAIR IN NEW YORK B INESS SYSTEMS BUILDING )F FICES- AT- WORK” 


Ever Ready LABEL Corporation 


«441-155 EAST 25thsT  =#§#._- NEW YORK, N.Y... SS 


COMPLETE LINE OF QUALITY CHAIRS IN EVERY GRADE 


NEW YORK 


R. J. Freeman 
383 Madison Ave. 


SEATTLE 


S. H. MacDonald 
Orpheum Building 


D - ICAGO 


H. Brown 
5708 Glenwood Ave. 


SOUTHWEST 
E. W. Thomas, Box 3493, 
Peninsular Station, 
Daytona Beach, Fla. 


SOUTHERN 


James E. Fowls, 3414 Euclid 
Heights Bivd., Cleveland, Ohio 


City, N 


Upholstered 
Executive Chairs 


Commercial 
Office Chairs 
Steno Posture Chairs 
School Chairs 
Office Stools 


Jasper Chair Company Chairs in every grade are built with the knowledge that 
they must serve for years in the office of the user. Appealing designs in every 
grade are provided to answer every preference of the buyer. The combination 
of eye appeal and quality built in for endless service have made this line first 
choice of exacting buyers of office furniture. Regarding price, our motto has 
always been “The right chair at the right price” . . . the lowest price consistent 
with the quality product. 


CATALOG 


completely descriptive of the 
entire line sent on request. 


JASPER CHAIR CO. 


JASPER INDIANA. 


No. 20 


Aaguili August, 1940 


To answer the above ad use QUICKMAIL COUPON No. 22 
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Introducing 


The “OF FIGIAL” Pocket Seal 


COMBINED WITH 


The “OFFICIAL” Pocket-Desk Base 


Any “OFFICIAL” Pocket Seal can now be converted into a sturdy 
desk-model by attaching the new “OFFICIAL” Pocket-Desk Base- 
It is now possible to have a streamlined, nickel-plated desk seal and 
still carry it in a coat pocket. 

Pocket-Desk Base sold as a separate unit. Write for prices. 


MEYER & WENTHE, Inc. 


Established 1654 


30 South Jefferson Street, Chicago, Illinois 


PROMPT and FRIENDLY SERVICE in MARKING DEVICES 


To answer the above ad use QUICKMAIL COUPON No. 31 


Medern Voting Equipment 


DOUGLAS MANUFACTURING CORPORATION 
CRETE, NEBRASKA 


Model B—4 stall Annex type booth 
Roomy, sanitary booths 

Easy to put up and take down 

Steel Frames with Canvas Curtains 


ARI 
Steel sided Folding Booth. Any 
number of annexes may be attached. 
e 


Round and Rectangular Ballot Boxes 
with Non-stuffable Lids. 


Write for Literature 


Gem” Clip is a perfected Paper 
In this new clip the ends of the wire run all the 
way to the top of the clip so that they cannot tear 
fe UIE ie penetn to which the clipe AN 
The gripping surface is considerably increased. The 
square head and ¥ —— loops reduce 


| BRANCH FACTORY : : 
1729 WEST 74th STREET 


To answer the above ad use QUICKMAIL COUPON No. 11 


To answer the above ad use QUICKMAIL COUPON No. 47 


NATIONALLY-ADVERTISED 


Ash-Away 


SMOKERS 


@ You'll find that utility and 
beauty go hand in hand in Ash- 
Away Smokers. They are smart 
in style, beautiful in their simul- 
ated wood and bronze finishes, 
contrasting with gleaming 
chrome. 


The Chief 
As modern as the _ 


ri really in ie with to- 
day’s trends in beauty and 
efficiency. 


And the patented Ash-Away Dispenser eliminates the smoke 
nuisance in home or office by dropping stubs and ashes in an 
airtight container with the touch of a finger. 


Write for complete catalog of Ash-Away Smokers today! 


THE NAGEL CHASE MFG. CoO. 


2811 North Ashiand Avenue Chicago 


DISPLAYS 


15115 Merchandise Mart, 1136 American Furniture Mart, Chicago 
1405 New York Furniture Exchange, New York 
742 South Hill Street, Los Angeles 


“WORLD'S LARGEST SMOKER MANUFACTURERS” 


To answer the above ad use QUICKMAIL COUPON No. 27 


August, 1940 
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NVISION OF THE 


| HALL-WELTER CO, INC. 


W> 16 CHAMPENEY TER. ROCHESTER, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 32 


HEYER. INKS 


ee | 


BLACK AND COLORS FOR ALL 
STENCIL DUPLICATORS 


To answer the above ad use QUICKMAIL COUPON No. 33 
August, 1940 


| SUB-TOTALS MULTIPLIES 


Barrett FIGURING -LISTING 
¢ = 


F.O.B. 
PHILA 


You Start Here 
and Finish Here 


AUTOMATIC TOTALS 


VISIBLE DIALS 


ee nowves®® 


Capacity, $99,999.99 


BARRETT ADDING MACHINE DIVISION 
Lanston Monotype Machine Company 
TWENTY-FOURTH AT LOCUST STREET, PHILADELPHIA, PENNA. 


To answer the above ad use QUICKMAIL COUPON No. 12 


To answer the above ad use QUICKMAIL COUPON No. 46 
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QUICHKMATL 
COUPON System 


FOR YOUR CONVENIENCE 


GEYER’S OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office 
equipment and stationery field to the Quickmail Coupon System—a patented 
new inquiry system which saves hours of time for readers in answering advertise- 


ments and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages :— 


Only 1 minute plus Ic to make an inquiry. 
Brings you the latest information. 


Identifies the source of your inquiry. 


ww 


Gives you a pre-addressed, gummed mailing label ready for use. 


SIMPLE TO. USE: 


Stick the coupon on the stamp 


sla etl plies Pat oe S «85 a 


side of a postal card, write your 
firm name and address on the 
—_—_— ———— 


* - XS, ee 
: 5 4m back and mail. You may also 
: USE QU: CKMATS a ah , PPS 
cour c® NO.10 j eo aS stick the coupon on your letter- 


head, sign your name and title, 


and mail in your own envelope; 


: = a or stick the coupon on your 
The New Ad ; ; Th s ; envelope and enclose your in- 


Technique Coupon e 4 Mailed! ; quiry or order for specific mer- 


chandise. 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Use The Quichmail Coupons Opposite This Page 


August, 1940 
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coupon on siemp of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 


PeeReceseecereseteseseesetes 


*eeeeeeceereaeecer 


address on back of card aad mail. You 
will receive particulars referred to in 
our ad on the Outside Back Cover. 


7 ALL-STEEL-EQUIP CO., INC. 
CoeS Se ceeeeeseesesesscese 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on the Inside Front Cover. 


6 THE GENERAL FIREPROOFING CO. 
SoC eereeesesesesssseesese 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 8. 


: 
i 


Cee rceesemeeccccaseraseneegresessesseraecs 


will receive particulars refe: od jam 
our ad on page 11. 


UNDERWOOD ELLIOTT | SHER Gg 


Seeceeeseseseoseeeeetiguum 


coupon on stamp side of pam 
. Write your firm's .ame ae 
on back of card and mail, Ye 
ill receive particulars re: onedige 
ad on page 6. 


A. 8. DICK Bl 


eeeaveeeeeresseeeees cigum 


te 


-card. Write your firm's name aul 
on back of card and mail, Vey 
il receive particulars reiewed tom 
ad on pages 4 and 5. 


EVERSHARP, ING) 


w € £ 


eeeeesreeeereeeosseeeestcen 


f 
7 
j 
: 


address on back of card and mail. Yer 
will receive particulars referred to® 
our ad on page 7. 

7 RITE-RITE MFG. COy 


; 
: 
‘ 
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Sem eee rere ee seeeeeeseeseegereseeeeeeseseeessssessen 


* 
Stick coupon on stamp side of penny ° 
post-card. Write your firm's name and ud 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 13. 


10 NEVA-CLOG PRODUCTS, INC. 


@eeeeraee 


Beds CAS EEIAI SH ¥e9 00s necenss 


Stick coupon on stamp side of penny + 
post-card. Write your firm's name and > 
address on back of card and mail. You *° 
will receive particulars referred to in « 
our ad on page 17. . 
12 BARRETT ADDING MACHINE DIVISION «+ 

. 


Stick coupon on stamp side of pemy 
post-card. Write your firm's name aut 
addiess on back of card and mail. Yor 
will receive particulars referred to@ 
our ad on page 9. 


9 PARKER PEN CQ) 
Poe eeeeeceseeeeseeeeesesem 


Stick coupon on stamp side of pena 
post-card. Write your firm's name am 
address on back of card and mail, Te 
will receive particulars referred tom 
our ad on page 16. 


11 = NOESTING PIN TICKET CO., iG 


PAAPSPISESAL AMES 2 SEEKS OF Sle O70 024 ESSE EE AAS 88 RD 


Stick coupon on stamp side of penny * 
post-card. Write your firm's name and 
address on back of card and mail. You ~ 
will receive particulars referred to in * 
our ad on page 42. ,: 
4 RELIANCE PENCIL CORP. 5 
. . 


Stick coupon on stamp side of paaiP 
post-card. Write your firm's nameait 
address on back of card and mail, 1 
will receive particulars referred im 
our ad on page 41. 


13 THE H. C. COOKE 


’ 
Ceeessocvccrresessescscvesebevesseccsseseseeveocede 


Stick coupon on stamp side of penny , 
post-card. Write your firm's name and * 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 43. 
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eeraeceace 


will receive particulars referred iim 
our ad on page 10. 
15 ACE FASTENER COME 


SPP HPO OHMS HASHES EEEH ESET OM EEESEESEEH ED EH EE SEE EEE 


: 
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post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 13. 


18 
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will receive particulars referred toin < 
our ad on page 14. 


20 SPEED PRODUCTS CO. 


and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 15. 


22 
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*eG@reservrerersere 


will receive particulars referred 10 
our ad on page 12. 


H. M. STORMS 


g 
| 
i 
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address on back of card and mail, 1% 
will receive particulars referred am 


E 
i 
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21 AUTOPOINT COMPANE 
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cur ad on page 15. 
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fick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 45. 

26 CHAMPION PRODUCTS, INC. 


Stick coupon on stamp side of penny 
post-card. Write your tirm’s name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 16. 

28 NATIONAL BUSINESS SHOW 


Stick coupon on stamp side of penny Stick coupon on stamp side of penny 


post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 41. 

30 CHAS. DOPPELT & CO. 


post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 17. 


32 DAWN MFG. CORP. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 46. 


34 VANDENWOOD CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 12. 


36 GEYER'S OFFICE EQUIPMENT DIGEST 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 48. 


38 ANDREW GEYER, INC. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 42. 


40 LUTZ & SHEINKMAN 


CHOeerceccevcvucreccosvscecres 


e 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 43. 


42 FRANK MASHEK & CO. 


SSOCEPSCHHESLOCoCeoCoCoveoccCcovoee 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 37. 


44 GEYER’S OFFICE EQUIPMENT DIGEST 


BPecresecccoete Ovcoeccvevcevvrre 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 17. 


MILO HARDING CO. 


Stick coupon on stam» side of penny 
post-card. Write your *irm's name and 
address on back of and mail. You 
will receive particule referred to in 
cur ad on page 15. 
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address on back of card an mail, Yay 


post-card. Write your firm’ namg 


will receive particulars + credio® 

our ad on page 46. ; 
DICTAT!: G 

25 MACHINE & RECO 2D COgp 


Stick coupon on stamp side of penmy 
post-card. Write your firm's name ang 
address on back of card anc mail, You 
will receive particulars refe -ed to ip 
our ad on page 16. 

27 NAGEL-CHASE FG. CO, 


post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars reterred toi, 
our ad on page 43. 


29 ACCO PRODUCTS, INC. 


post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars reterred to® 
our ad on page 16. 


ry MEYER & WENTHE, INC 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred tom 
our ad on page 17 


33 THE HEYER COM, 


Stick coupon on stamp side of peny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred fob 
our ad on page 43. 


35 NORMA MULTIKOLOR, INC. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. Yo 
will receive particulars referred to® 
our ad on page 44. 


37 STANDARD RECORD CO. 


Stick coupon on stamp side of paniy 
post-card. Write your firm's name and 
address on back of card and mail, You 
will receive particulars referred 
our ad on page 41. 


39 THE TECHNYGRAM 


SCOCCKCOeCOELOCLC Coe os eee 


Stick coupon on stamp side of pani 
post-card. Write your firm's name and 
address on back of card and mail. Yo 
will receive particulars referred to # 
our ad on page 41. 

THE MCMILLIN-FOLEY 
4 PUBLISHING CO. 


eoovercereoeeeocoeneerrrm 


Stick coupon on stamp side of pen 
post-card. Write your firm's name aed 
address on back of card and mail, Yo 
will receive particulars referred to # 
our ad on page 44. 


43 STEIN BROS. MFG. CO, IN 


s¢8 00000 09600000908 0m 


Stick coupon on stamp side of peam 
post-card. Write your firm's name and 
address on back of card and mail. 1 
will receive particulars referred 10 # 
our ad on page 44. 


45 PACIFIC CARBON & RIBBON MFG.CO- 


Stick coupon on stamp side of pam 
post-card. Write your tirm’s name ene 
address on back of card anc mail, 1 
will receive particulars refe-red 10# 
our ad on page 16. 
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Fe & Where, The Gift G Art Buyer, Sports Age. long-felt need in the field of office purchasing and man- 
agement, if one is to judge from the flood of expressions of 
cow. approval of the new magazine still reaching the publishers 
- following the appearance of the first issue. 
a Steno 1 Me. 2 * From purchasing agents, controllers, and office man- 
me ane agers of large commercial and industrial firms; banking 
we houses; governmental offices and bureaus; colleges, univer- 
sities, and other institutions both public and private have 
7 come messages of warm commendation for the contents and 
a neeny make-up of the magazine, and for the policy of service it 
| pes has set for itself. Even more welcome to the editor, there 
Po has arrived with this praise many a concrete suggestion con- 
4 tom cerning subjects which readers would like to see covered and 
ah problems which they would like to see attacked. 
* For the praise—but especially for the ideas as to what 
i a will make your magazine more helpful—thank you, Digest 
Qf 4 readers! 
m % What’s the relation of office equipment, in which Amer- 
od me ica leads, to the maintenance of the American way of living 
which we are now spending billions to defend? 
Here’s how Office Equipment and You, a timely bro- 
ce ” . . . 
j 3 chure just issued by the Office Equipment Manufacturers ; 
an Institute, 100 East 42nd St., New York, answers the 
wre question: 
e 
“Throw out office equipment, write letters by hand, keep books 
LIN-FOLEY with pen and ink, write invoices in long hand, obtain controlling re- 
1G CO. ports with pencil and mental calculation” and at once efficient control 
ae ends, overhead expense soars, and in the inexorable operation of the 
ws “ee . , ¥ economic cycle there comes “more expense, higher selling price, fewer 
of pens Dune fee be = th — po a buyers who can pay the price, loss of sales volume, drop in production, 
neneuie you following Kenneth Ri come yee decrease in employment, greater manufacturing costs, another increase 
mail, You on office layout? See P 27 in selling price,” and so on until large industries are cut down to 
ed to® : Ps. many small factories marketing luxury products to the very wealthy. 
CO., Ne (Tel. 
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illustrations on this page. 


FIG. 3. This is a specification sheet prepared for the form 
shown in Fig. 2. It is prepared in accordance with the standards 
set, and is sent with the standard design and requisition to the 
purchasing department for procurement of the form. 


FORMS IN PROCESS 


Shown by Courtesy of Frank M. Knox 


FIG. 1. A rough draft of a new form, prepared in pencil by 
the departmental personnel and sent to the forms control unit for 
standardization before purchasing. This draft 
from the standpoint of either physical or functional design. See 
text of Mr. Knox’s article for details bearing on this and other 


is not standard 


PORN NO. GENERAL 152 


PRODUCT WORK SHEET 


3-5/8" x 10-7/3° 


Offeet One Side BLACK Ink 


With each other, 


MUST BS EXACT TYPEWRITER SPACINO 


1) pads per package sealed 


& Sabetance White §1 Sulphite Onion Skin (UNGLAZED) 


11/32” to firet double horizontal rule on 3-3/8" sop; 
1-11/16" to firet vertical rule on 10-7/8" left. 


in pads, MUST BE EXACT 


120 sheets to pad, padded on 3-3/8" top, with chipboard back 
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with the okay of the department in which it will be used. It con- 
forms to both physical and functional standards. 


FIG. 2. This is a pencil draft of the form as finally worked out, 
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TAKING THE 
HEADACHE 
OUT OF FORMS 
PURCHASING 


By Frank M. Knox, 
Frank M. Knox Co., Inc., New York 


of two separate and distinct parts: first, the control of forms 

before they arrive at the purchasing agent’s desk; and, second, 
the problem of procurement after they reach the purchasing agent’s 
desk. Most business organizations do not realize this and, therefore, 
forms remain an indefinite problem in the average organization instead 
of being controlled and standardized as they should be. 

Let’s compare forms—the tools of office clerical work—with the 
office tools and machirfery constituting the working implements of the 
laborer in the factory! 

Every factory manager knows the advantage of having an engineer 
design the tools to be used in the plant. Nobody thinks of letting the 
workman on the floor draw up a rough sketch of a lathe which he 
thinks he wants and then send that rough sketch to the purchasing 
agent with an order to buy that tool. Yet that is exactly what happens 
in the case of office forms! 

Everybody designs office forms. That is to say, everybody except 
people who have had training in the design of office forms! In a few 
isolated cases companies have appointed committees or individuals to 
look over the forms and “do something about them” but, in very few, 
if any, cases, have these committees or individuals worked with a defi- 
nite preconceived plan of operation, scientifically-developed standards, 
proper control files, and other equipment necessary to do a real job. 
The result is that printed forms still contain a great deal of waste in 
spite of all of the cost reduction that has been made in their purchase. 

Every business organization should control and standardize its 
forms. It should do this for two reasons: first, because it can probably 
save a lot of money in the purchase price of its forms; and, second, 
because it can greatly increase the efficiency of the clerical force by 
proper and scientific forms design. The organization will obtain a 
Cirect saving in the cost of the forms and an indirect saving in clerical 
expense—both types of savings vital in the operation of business today. 

Just what is forms control and standardization? The day has long 
since gone when forms standardization consisted of making all the 
forms standardized and buying them at the lowest possible price. 


I, problem of printed forms in the business organization consists 
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is one of the country’s greatest au- 
thorities on the subject of form con- 
trol and standardization. Among 
his many clients are such organiza- 
tions as Standard Oil Co. of New 
Jersey, Thomas A. Edison, Inc., Gulf 
Oil Corp., Hood Rubber Co., Inc., 
Colonial Williamsburg, Inc., Arnold 
Constable & Co. 
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merge Lio 


A series of type 
ie particularly adaptable to forms 
appearance 


available to meet most requirements. A chart of all type faces for form use is 
shown on the next page. 


Instead, forms control has become an essential part of the routine operation of any 
business office. 

Now, this control over office forms cannot successfully be made the responsibility 
of the purchasing agent or the printer. It would be just as sensible to expect the pur- 
chasing agent or tool-maker to control and design the lathes and die-stamping 
machines that are to be used in the factory. The control and design of tools in the 
factory has been made an engineering function and the control and design of printed 
forms in the office must be set up on a somewhat parallel basis if it is to be successful. 

Experience shows that forms control can best be installed if the program is initi- 
ated from the office of the executive vice president, the treasurer, or the controller. 
Experience also shows that the problem never gets solved if the company treats it as 
the “poor relation” of office management and leaves it up to the stationery store- 
keeper or an assistant in some department who is expected to do it in his spare time. 

Starting the solution of the problem from the right source within the company, 
there are six steps which must be considered. These six steps constitute the matter 
of control over forms before they reach the purchasing department. The six steps, 
or factors, are: 1. The Plan; 2. The Standards; 3. The Control Files; 4. The Person- 
nel; 5. The Requisitioning; 6. The Standardization. 

Atver a form has gone through the routine set up as a result of these six steps, it 
can then be sent to the purchasing department, which will solve the buying problem 
connected with forms, with the routine and procedures already set up. 

Let’s examine these six steps and see just what is involved in each one. 

THE PLAN 

As well try to build a house or a garage without a blueprint as to try to set upa 
forms control without a preconceived plan. The plan must provide the answer to 
such questions as: 

1. Under what authority is the program to be carried forward and how direct 
will that authority be in the actual operation of the program? 

2. What type of control unit is to be established for the control of forms and 
(Turn to Page 42) 


FIG. 4. A manual of standards showing two typical pages. This manual contains the standards 
which guide a company’s forms personnel in their standardization of forms. 
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A code number has been assigned to each site and style of type face 
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15.4 Printed Rules 


on which typewriters and other office machines are 


of forme: 


ly) for hand-filled forms. If for typewriter or 


quire no horizontal writing lines. 


Code 1/2 - For vertical columnar subdivisions. 


Code 1 


- For use under box headings and over total lines, and possibly for 
dividing groupe of lines horizontally. 
Use vertically for columnar subdivisions. 


Code 2 


- Seldom used but {e available for special requirements. 


CODE EP 
for major columnar divisions 
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Bust be imprint- 
ed, either in type or with « logotype immediately — the form number If re- 
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a rules. 


‘The following are the code numbers of rules to be specified in the design 
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LAYOUT & EQUIPMENT 
OF THE 
MODERN OFFICE 


By Kenneth H. Ripnen 
Kenneth H. Ripnen Co., Inc., New York 


NO. 2 MECHANICAL DEPARTMENTS 


IN OFFICE LAYOUT 


N the days of the quill pen and the letter press, 

the question of handling the machines of the 

office was no pressing one, but today when the 
American office is one of the most highly mechan- 
ized of all men’s institutions, the problem of locat- 
ing mechanical departments in the office layout 
and of handling these departments so that they 
can perform with the greatest efficiency them- 
selves without interfering with the quiet conduct 
of the rest of office routine, is one of importance 
to those planning and buying for the modern office. 

Science and invention have produced many com- 
forts for mankind and aids to his efficiency, and 
in the front rank of these achievements are the 
machines of the office. Today we find electrical 
and non-electrical typewriters, dictating and trans- 
cribing machines, adding, billing, bookkeeping, 
statistical, addressing, duplicating, sealing, mail- 
ing, and communicating machines such as the tele- 
type numbered among manmade mechanical aids 
providing modern business with implements to do 
a job never before dreamed of. 

These mechanical devices have changed the sys- 
tems, methods, personnel and office layouts of the 
business office as we used to know it. Heretofore 
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a large general office for the staff, and a few private offices for executives were enough 
to enable a business to function well. But the business office today is not the depart- 
mentalized open area of yesteryear, but groups of offices within the office. Each depart- 
mental activity of a business has its peculiar problems to be solved, when one is plan- 
ning for the comfort and proper working conditions of the personnel of that depart- 
ment, and considering its relation to adjacent interlocking departments. 

Mechanized office activities require that consideration be given to noise factors, 
light, elimination of extra heat, distraction from office traffic, mechanical facilities, 
specially planned arrangements for maximum convenience of operating, safety guards, 
and partitioning of enclosures so that those at the machines as well as the rest of the 
office force may function effectively. 

There are known principles, methods, and tools for the solution of all these problems 
in the office layout. The proper arrangement of organization, floor space, equipment 
layout, and provision for comfort are not arbitrary or at the whim of individuals in 
business, but are only arrived at through the use of these known principles, methods 
and tools. 

To clarify how several of the mechanized activities of the modern office are handled, 
I am. illustrating herewith plans of “BEFORE” and “AFTER” character showing how 
the office layout of part of a nationally known corporation’s offices was re-arranged 
when proper consideration was given the requirements of all these factors having to do 
with the mechanized departments. 

In the plan labeled “BEFORE,” we see atypical general office grouping of organi- 
zation activities as located running back from the office passageway. To be seen are the 
stock transfer and automatic plate addressing departments (combination of noisy 


arrangement of mechanical depart- 


Part of office space of a large organ- machines and required quiet), purchasing depart- 
= FFO “ F , ization before re-location and re- ment (requiring quiet for telephoning and inter- 
4 


aaa viewing), billing adjustment department (requir- 
, ing quiet), general accounting department (requir- 


il HUUILNh XC ing quiet), filing department (requiring quiet), 
rm Hilti statistical department (noisy machines). The 


paneNT Wake general department head auditor and his assist- 

3 ants and the personnel man have the benefit of a 
partitioned private office, while noisy mechanized 
activities and departments requiring quiet are 


Aveice bassact Wa grouped in one large general office. 


— 


(Noise & Quiet) | Le 


"PERSONNEL ATISTICAL 


| a 


This firm occupies several floors, so that in the 
new solution regrouping departments for better 
flow of work and increase of efficiency the various 
departments were separated, but through excerpts 
from the various floor layouts of these depart- 
ments, the “AFTER” plan shows how each de- 
partmental activity was given consideration, with 
mechanical departments so arranged to solve 
problems of noise, lighting, elimination of heat, 
distraction of personnel, and other problems. 

Referring to the plan labeled “AFTER” we note 
in the new layout that the stock transfer and 
automatic plate addressographing department has 
been broken up into two units. The executive and 
clerical assistants and the less noisy typewriting 
activities are combined in a private office with 
other organization activities, while the automatic 
plate addressographing and stock transfer electric 
machines are combined with other mechanized 
department activities in a ceiling-high partitioned 
enclosure, where proper flow of work and depart- 
(Quiet) (Noise) ’ ment supervision is planned for as well as acous- 
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tieal treatment of the ceiling for the comfort of 
the occupants of the room. This department has 


te also been located in a choice corner of the build- 
= ing with double daylight exposure and opportuni- 
7 ties for cross ventilation for the elimination of 
heat. 
eS, The purchasing department (not shown in this 
<8, plan) is now located on another floor in a private 
ds, office, with adequate room for interviewing ven- 
he dors and for the storage of catalogues and refer- 
ence material, adjacent to the conference room 
- for display of larger wares and a reception room 
ont off the elevators for receiving and waiting of 
- visitors. 
rds The billing adjustment department has been 
located in another section of the office in a sepa- 
ed, rately partitioned enclosure for the conduct of its 
7 specialized activities. (New layout not shown.) 
red General accounting and filing have now been 
do combined in a general office with the mechanized 
E activities removed so that the department can 
_ now function with less distraction and disturb- 
‘he ance, and in proper layout. 
“7 The statistical department, with its noisy ma- 
rt- chines, has been located in a ceiling-high parti- 
a tioned enclosure, enlarged in area, with windows 
_ for daylight and an acoustical ceiling for the 
Aue comfort of the occupants of the office. 
ot), The personnel department has now been given 
The a private office for properly carrying on the con- 
ist- fidential interviews required in its work, separated 
f a from a partitioned office for supervising account- Re-adjustment by Mr. Ripnen to provide 
zed ing assistants and the directing auditor has been A FTE R: efficient placement of “noisy” and 
are located at the far end of the general office in a @ “quiet” clement. 
private office, that he may be more accessible to the executive departments, which are located at 
the the far end of the office passageway. 
ter A central typewriting department, using the dictating machines, is located on one of the interme- 
ous diate floors of the building, conveniently for the delivery and pickup of work. Adding machines are used 
pts throughout the general accounting, order, and stock regulation departments. The billing machines are 
art- located at the warehouse, as merchandise is billed with shipment. The accounts receivable bookkeeping 
de- machines and inventory posting activities are located in a room provided for the noisy machines of the 
vith stock transfer and automatic plate addressographing departments, as can be seen on the “AFTER” plan. 
rive Sealing, mailing, and duplicating machines are located in a walled enclosure combining the mailing 
eat, and duplicating departments. Long distance communicating teletypes with Western Union and Postal 
Telegraph machines are all combined in a ceiling-high, clear-glassed partitioned room, acoustically treated, 
ote artificially lighted, and mechanically ventilated, situated at a location selected so that incoming and 
and outgoing messages can be expeditiously carried out. 
has With the ever-increasing mechanizing of office activities, impelled by the constant desire of American 
and business for still speedier and more efficient handling of its tasks, the problem of planning the office lay- 
ing out for the improvement of flow of work, inter-departmental relationships, and the comfort of personnel 
vith will continue to be a field for genuine creative effort. 
atic 
tric 
ized ASK MR. RIPNEN! 
ned Kenneth Ripnen will be glad to answer for Digest 
art- readers specific questions bearing on office layout. 
we Address him in care of this magazine. 
1940 
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A SURVEY OF BUYING COSTS H 0 M U C H D 0 ES 
Purchasing agents reading ‘“Geyer’s Office 9 
Equipment Digest’ are invited to participate , 


in a national poll to determine what average 
buying costs are. You are invited to send your 


estimate of your own costs to F. H. Jones, Jr., By William J. Dalton 


of Horder’s, Inc., Chicago. When the informa- 
tion is complete, a copy of the findings will be 


sent you by Horder’s. 


(Based on an interview with F. H. Jones, Jr., 


National Sales Manager, Horder’s, Inc., Chicago) 


between the lines of purchasing agents’ orders and correspondence the 

fact that most buyers consider supply buying an irritating problem. 
With that in mind, Horder’s has gone on to develope some facts on how 
much it costs to buy office supplies—and feels that the observations made 
respecting this merchandise classification probably hold equally true for 
other types of supply buying—where a great variety of miscellaneous items 
may be required. 

Some of the facts presented in this interview have been reported to 
large industrial purchasing departments, several of which have already 
taken steps to systematize their supply buying procedure and thereby 
reduce the overhead costs of such procurement. When these gentlemen 
were faced with the fact that miscellaneous supply buying often costs the 
purchaser 16% or more of the value of the merchandise, they concluded it 
was time that something was done about it. 


Since the well-known “Order From Horder” slogan is familiar to about 
40,000 businesses throughout the country, the Horder records represent an 
excellent cross section of buying habits. 


Here is their summary to illustrate the size of the average order for 


their Division of Special Accounts and National Sales Department which 
handle exclusively the large industrial buyer: 


[server INC., Chicago, large distributor of office supplies, has read 


Value of the Average Order for 


I oo nb nnsnsace nian $ 7.85 I I i ld gia ad $12.80 
<< ae 7.54 February, 1940 ........... 10.29 
or 11.35 January, 1940 ............ 11.90 


The above averages included the large orders for customers’ stock rooms 
as well as the small emergency pickups which probably originated on 
departmental requisition. 

Horder’s have asked several hundred purchasing agents and comp- 
trollers to report how much it costs them to place a routine purchase order, 


LEFT TO RIGHT: Horder’s furniture department manager explains desk features in terms of customer's needs; forms for every purpose are 
catalogued for ready reference; Walter Snelling, Horder’s merchandise manager. 
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for Paper testing at Horder's. A constant check is kept on all merchandise. 

_ including only material and labor, beginning with the operation of writing 

: the order itself and following through all of the routines until the invoice 
is finally paid. In several multiple branch corporations, this cost amounted 

ady , 

re to as much as $5 per order—and in no case was a figure reported of less 

me than 85 cents. The average ran about $1.50 per order. 

the On the basis of the average order and the average cost, the customer 

dit invests about 16% of the value of the order in the mechanics of placing it. 
Where the practice of advance quotations is followed, the cost per order 
is approximately doubled, increasing the percentage of buying cost to the 

a unbelievable figure of about 30%. 

” In the course of this investigation one large industrial concern discov- 
ered the ultimate in simplification by arriving at monthly consumption 

for figures for certain standard items and instructed Horder’s to ship specified 

lich quantities on the first of each month without further notice at the best pre- 
vailing market price. The customer eliminated a substantial amount of 
details and expense and need give no further instructions unless he wishes 
to increase, decrease, or supplement the regular shipment. 

2.80 Another effort toward simplification of buying and reduction of its costs 

0.29 was made by an AAA-1 industrial purchasing agent who offered (a sug- 

1.90 gestion Horder’s deemed impractical) to deposit a lump sum of money on 

oms the first of each month with the source of supply so that all purchases 

on during the month could be made on a memorandum basis with a single 

invoice at the end of the month to simplify his record keeping. 

mp- These two cases illustrate efforts toward simplification and economy. 

der, In contrast, on the day of this interview, a large nationally known concern 

e are LEFT TO RIGHT: A corps of Horder clerical workers keep stock records on 24,000 items; a section of the telephone order department; 


assembling orders for delivery. 
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sent in ten different orders in separate envelopes, all of which arrived at 
the same time. 

The principal point stressed by Mr. Jones is that it is gross extravagance 
for purchasing agents to buy miscellaneous supplies under the same routines 
used to buy raw materials, equipment, and other items of major importance 
where the expenditure is frequently more than 100 times greater than those 
for supplies. He endorses enthusiastically the practice of a large paper 
company which authorizes the use of a simplified “emergency purchase 
order form” for branches and department heads to use where the total 
value is less than $25. 

A large stationer or office equipment dealer is called upon for up to 
24,000 varied commercial office items. Obviously no general line purchas- 
ing agent can hope to be as well versed in all this variety of items as the 
men of the dealer’s organization who spend their entire time buying, testing 
and using these many things. This leads to the conclusion that the indus- 
trial buyer must place a considerable degree of confidence in his source 
of supply and hold it responsible for delivering what will do each particular 
job best, depending upon the distributor’s highly specialized knowledge. 

The buying structure of a large stationer’s organization is usually fash- 
ioned so that various commodities are delegated to various persons fitted 
by training and experience to handle the purchasing details with greatest 
efficiency. Frequently each main class of commodities will have a single 
buyer, thoroughly versed in all the details of that particular commodity, 
its uses and applications. 

The service which dealers give to the customer, says Mr. Jones, is 
planned with the single objective of providing merchandise which will per- 
form to best advantage in that particular duty and to arrive in time to 
do the job. This requires that-the detail of performance ability in every 
item handled must be known. Frequently, recommendations are made to 
customers for merchandise other than that ordered or specified, when it is 
known that the recommended item will out-perform the other. 

Shipping 250,000 packages a year provides first hand knowledge of 
traffic and shipping problems. Handling over 1,250,000 orders annually 
requires highly organized efficiency in the credit department, billing de- 

(Turn to Page 40) 


Carbon paper testing. Horder’s own business operations furnish a 
practical test on various merchandise items. 
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ABOVE: 


DUPLICATOR. This new 3-in-1 Perry-Graph dupli- 
cator, from Perry Gwin Duplicator Co., 1046 S. Olive St., 
Los Angeles, was designed for the user with short runs. 
Feature is a mechanical finger which pushes the card 
or paper up in a manner that prevents it from slipping, 
thus assuring it of perfect registration. The finger works 
in a sleeve, is easily adjusted for different lengths of 
paper or cards. Paper guides are easily adjustable for 
different widths of paper or cards. 


ABOVE: 


PHOTO OFFSET TYPEWRITER. The advantages of photo offset 
printing in offices using a variety of forms, etc. may be achieved by 
this new photo offset carbon ribbon typewriter. The synchronized 
carbon ribbon feed brings a new, unused portion of the ribbon to the 
Printing point of the platen at each type stroke. The half back 
spacer built into the machine provides easy justification on the right 
margin. The carriage is moved back successively half spaces, closing 
the space between words, thus permitting typing more words on a 
given line than is possible with regular spacing. A carbon ribbon 
neutralizing device operates to release the feed as the carriage moves 
in letter space direction when the tabulator key is used; also when 
the carriage is moved in making space adjustments. The machine 
can double for an office typewriter. Merely by changing the ribbon 
in use and shifting two small accessible levers, the operator may 
Switch from reproduction to correspondence typing. Available in a 
variety of type faces, special keyboards, carriage widths. From Royal 
Typewriter Co., Inc., 2 Park Ave., New York. 


BELOW: 


WHITEPRINT MACHINE. In this Ozalid whiteprint 
machine Model F, the printer and dry-developer are 
combined in a compact, lightweight unit, easily installed. 
The machine has the facilities necessary to produce 
finished, dry-developed Ozalid whiteprints in less than 
two minutes, requires less than fourteen square feet 
of floor space. A high pressure mercury vapor lamp 
with an active length of 46 inches gives printing speeds 
ranging up to 56 inches a minute, while the lamp is 
guaranteed for over 1000 hours. Original and sensitized 
materials are held in contact with a revolving glass 
cylinder. An adjustable light shade permits the operator 
to vary exposure without changing the rate of printing 
speed. Cooling of the lamp is provided by a blower and 
a specially designed air duct. The un:t is driven by a 
V4 h.p. motor. From Ozalid Corp., Johnson City, N. Y. 


BELOW: 


THE MAILOMAT COIN LETTER BOX is a new coin-operated 
letter box and postage meter mailing machine. To mail a letter 
you drop co'ns in designated slots, twist a dial to select the de- 
sired postage value, insert the letter in an aperture, and it is 
automatically prepaid and deposited in a U. S. mailbox, ready for 
scheduled mail collection. Developed as an auxiliary postal ser- 
vice unit by P tney-Bowes Postage Meter Co., Stamford, Conn., 
it is a direct outgrowth of the postoffice-licensed Postage Meter. 
It prints U. S. meter stamps in denominations up to 32 cents 
on letters and cards of various kinds and sizes, including ar mail, 
special delivery, foreign mail, and will handle as many as 72 letters 
a minute. While at the present time the machine is being 
introduced in post offices, large railroad stations, and department 
stores, it is expected that in the future it will also come into 
extensive use, on a rental plan, on the premises of commercial 
firms, public and private institutions, hotels and apartments, etc., 
as a convenient public-use, coin-operated version of the postage 
meter machine. 


MAILOMAT] | 
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AIDS TO OFFICE 


BELOW: 


PLASTIC STYLI. A new line of styli, in 29 different 
rainbow hues, is now available from The Technygraph, 
Techny, Ill. Brilliant-colored Lumarith handles, light in 
weight and non-breakable, indicate the fineness of the 
tips, while the beige-mottled tone at the leading end 
helps ease eye strain. Knurling near the tip gives the 
index finger a firm grip. Each stylus is in a self. 
oiling container so that the stylus wheel is automatically 
oiled, and always ready for use. A complete set of the 
29 styli may be had in a velvet-lined case. 


ABOVE: 


REMOVABLE RUBBER CEMENT for professional use 
by artists, draftsmen, advertising agencies, is this prod- 
uct from The Carter’s Ink Co., Boston, Mass. Material 
pasted down with this cement can be removed easily and 
neatly replaced, and photographs can be peeled off 
without the use of a knife or razor blade. The firm's 
handy Dispenser Top Assembly fits the quart, pint, and 
8-oz. jar sizes. 


we Lewerny Guides Wy end over 400 


ei ae 
Mo BVA Seylus for Lettering Guides WW! ond ender 
Nel Sub Sctems le Oe 


LEFT: 


PORTABLE AIR COOLER. This Iceland, Jr. port- 
able air cooler consists of a metal cabinet finished in 
frosty-white baked enamel. In the bottom is a tank 
for water, while running up and down is a series of 
absorbent cloth wicks. Air current from any electric 
fan pumps the water from the tank to the top of the 
cabinet, keeps the wicks wet. The air, passing through 
the wicks, is cooled by the evaporation of the water. 
Water in the tank keeps cool as long as the fan is 
run. There are no water connections. It weighs but See F 
15 pounds, can be carried from room to room and used ie STYLI TIPS ARE 
wherever an electric fan can be connected. From South- : CADMIUM-PLATED 
ern Sales Co., 917 N. Broadway, Oklahoma City, Okla. 


3 LEFT: 
JANFORDS 
and Cieane HAND CLEANER FOR OFFICE WORKERS. Sanford 


Mfg. Co., Congress & Peoria Sts., Chicago, has introduced 
a new hand cleaner for use of office workers. The 
cleaner is in lotion form, has a pelasant odor, will not 
affect the skin or manicured nails. The use of a small 
amount of the cleaner will soften and remove ink stains, 


THIS AUTOPOINT PENCIL, newly-designed for the as well as smudges caused by typewriters, duplicators, 


BELOW: 


thin leads, has an oversize barrel, gold-filled trim, and Ss ee ee ae 


a streamlined clip. it is Bakelite molded in attractive 
colors of red, blue, green, mottled maroon, black or 
maroon. From Autopoint Co., 1801 Foster Ave., Chicago. 
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LEFT: 


or stencil inks. 


BELOW: 


EYELET FASTENER. Acco Products, Inc., Long Island 
City, N. Y., has announced a new addition to its fast- 
ener line. The new item, the eyelet base fastener, 
has eight eyelets by which it is securely attached to 
the file folder. The base is inserted in a recessed 
panel. embossed in the folder. Since the base is flat, 
the fastener fits snugly into the recessed panel, pre- 
senting a perfectly smooth, flush surface, does not pro- 
trude or bulge, has the advantage of not catching on 
other papers or folders. 


August, 1940 


CLEANSING CREAM FOR HANDS. Old product in a new pack- 
age is ths hand cleansing cream from Old Town Ribbon & Carbon Co., 
Inc., 750 Pacific St., Brooklyn N. Y. Originally developed by its 
chemists for the use of its factory employees whose hands were con- 
stantly in inks and dyes, it was formerly sold in jars. Now it has 
been improved, scented with a refreshing bouquet, and is offered in 
a six-ounce tube, convenient for use by typists and office workers who 
handle carbon paper, typewriter ribbons, hektograph or spirit carbon, 
It leaves the hands soft, smooth, removes all stain. 
Twbes are individually packed, one dozen cartons to a container. 


LEFT: 


son Blvd., 
source of 
contain a 


Edition.” 


suggested 


ABOVE: 


CARTOON AND IDEA BOOK. The Heyer Corp., 911 W. Jack- 


LEFT: 


METAL SIGNAL. George B. Graff Co., 54 Washburn 
Ave., Cambridge, Mass., recently introduced this new 
Graffco non-projecting metal signal, the Nu-Viz, for 
use with visible systems. The signal is available in four 
styles, three widths, twelve colors, and is so designed 
as to leave the front of the signal flat with no project- 
ing edges on either the front or the back to catch 
on other cards and sheets. Signals are easily attached, 
grip the card securely. A similar type of construction 
has been applied to the firm’s Nu-Vise signal, a pro- 
jecting signal for use with vertical systems. 


PRICE MARKING MACHINE. The Monarch Marking 
System Co., Dayton, Ohio, has developed this new Model 
50 price marking machine, embodying many improve- 
ments. The Monarch 50 was primarily developed to per- 
mit the economical printing of tickets, tags, and labels 
in rolls, and to provide a positive automatic shut-off 
counter. The new unit handles pin tickets, string 
tags, and labels in rolls. The gummed labels work off 
one feed at the left back. Pin tickets and string tags 
come off the reel at the right, with a lever controlling 
the desired change from labels to tickets or vice versa. 
An automatic counter stops the machine when the re- 
quired tickets, tags, and labels are price marked. 


Chicago, has issued two helpful books intended as a 
illustrations and ideas for duplicator users, and which 
wide variety of subjects. The large book is printed on 


letter size, 82 by 11-inch paper and is called the “Letter Size 


The smaller book, for smaller illustrations created by 


the wide sale of post card printers, is designated the ‘Miniature 
Edition.” It is exactly like the larger book in every respect except 
that to make this book the larger pages were photographically 
reduced to approximately one-half size. Each book contains 85 
pages filled with cartoons, religious subjects, holiday material, 


headings in appropriate lettering, etc., 575 cartoons or 


ideas altogether. Each book is attractively bound in a loose leaf 


binder so 


that pages may be removed and reinserted continually 


without disrupting the continuity of the book. Pages are printed 
only on one side of the paper. All drawings are in simple line 


technique 


so that they may be easily traced onto stencils, etc. 


The “Letter Size Edition” I'sts for $2; the “Miniature Edition” 


for $1. 


RIGHT: 


RUBBER STAMP INK. Kling is a new rubber stamp 
ink for stamping on practically all surfaces. 
for efficient stamp pad use, the ink gives a water-proof 
impression which dries quickly on almost everything 
including lithographed, varnished and glazed surfaces. 
In spite of the fact that it dries quickly, it does not 


dry up rapidly on the pad; the 
days without re-inking. Since 


ber, it may be used in self-inking stamps. Kling comes 
in five colors—black, purple, red, blue, green. 
able from Louis Melind Co., 362 W. Chicago Ave., Chi- 
It will work on lithographed cans, rubber, most 
metals, wood, Cellophane, celluloid, many plated sur- 
faces, glass, plastics, leather, Bakelite, blue prints, cloth, 


cago. 


and all paper except waxed. 


Intended 


pad remaining moist for 
it does not injure rub- 


i 
— * 
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BELOW: 


CONCEALED SAFES, hidden from view in files or 
desks, may be had from Invincible Metal Furniture Co., 
Manitowoc, Wis. The safe is available in the firm's 
1000, 1400, and 1600 Line of files in the two, three or 
four drawer high, letter and legal sizes. Door of the 
safe is made of one-half inch solid steel. A follower 
knob unlatches the false drawer front which lowers 
to a ledge. The door of the safe itself has a combination 
lock. The safe, which is asbestos covered for fire re- 
sistance, is inseparably welded into the file. 


WOOD-STEEL DESK. Illustrated is the No. 2066 
desk, one of seven patterns in the Michigan line of 
wood-steel desks made by the Michigan Desk Co., Grand 
Rapids, Mich. The top drawer in either side, as well 
as the center drawer, is of genuine walnut; the balance 
of drawers being of steel, operating on roller bearings 
in steel tracks. Drawers can be extended full length 
permitting access to the entire interior, and are made in 
various depths to allow an efficient and systematic ar- 
rangement of cards, guides, folders, etc. to suit the re- 
quirements of practically any type of business organi- 
zation. Executive desks in the 66- and 72-inch sizes 
are equipped with drawers for cap size filing. A cata- 
log pictures the many patterns and sizes available. 
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ABOVE: 


KARDEX VISIBLE SYSTEM UNIT. The Systems 
Division of Remington Rand, Inc., Buffalo, N. Y., has 
developed this Safe-Kardex No. 60 which incorporates as 
an integral part of its construction a fire-resistive in- 
sulation, certified to withstand a full hour of heat on 
all sides ranging to a temperature of 1700 degrees 
Fahrenheit. The fire-protective construction and visible 
record mechanisms are built together into a single, 
integral unit. The cabinet has a metallic gray, smooth 
finish outside, with 27-inch slides, while the inner hous- 
ing has a smooth black finish. Hardware is chromium. 
The unit may be had in one and two cabinet models, 
with or without bases. All cabinets have 16 slides, 
accommodating from 1072 to 1264 records. 


ABOVE: 


SALES REGISTER. The Uarco sales register is now 
housed in Tenite. Chief advantage of this new plastic 
housing over the old metal ones are light weight, smooth 
lustrous finish, and attractive color that cannot chip, 
peel, or wear off. From United Autographic Register Co., 
5000 S. California Ave., Chicago. 
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An Inualualle 
REFERENCE BOOK 
FOR THE BUYER OF 


OFFICE EQUIPMENT & 
STATIONERY SUPPLIES 


OF stationter & 
OUSINESS EQUIPMENT 


With fifty years background as the recognized 
source directury of office equipment, business 
machines and stationery, you will find WHO 
MAKES IT AND WHERE an indispensable aid 
to you. 


Jt Contains... 


1 Names of 2,100 manufacturers and 
complete addresses. 


Over 1,500 Merchandise headings. 


3 Identification of over 5,000 trade 
marks and brands. 


To add this important directory on markets to 
your working library it is necessary to subscribe 
to GEYER’S OFFICE EQUIPMENT DIGEST. $2.00 
yearly. Three years for $5.00. 


You will be sure of receiving 12 interesting and 
informative monthly issues and your WHO 
MAKES IT AND WHERE will be sent immediately 
on receipt of your remittance. You may enter 
your subscription by sending Quickmail Coupon 
No. 44 and we will send bill. 


GEYER’S ornce squrmenr DIGEST 


New Desk Items 
by Autopoint 
Are Useful, 
Attractive 


Autopoint products are popu- 
lar because of their every 
day utility and modern 
functional design. They are 
used by thousands of firms—in their own organ- 
izations and by their salesmen, who build sales 
and good will by giving customers and prospects 
imprinted Autopoint business gifts. 


DELUXE GIFT SET | 


Black oversize Autopoint | 
pencil with gold-filled trim | 
and black Autopoint pen | 
knife. Packed in handsome 


two-tone gift box. 


Transparent letter opener with four quarterly 
calendar cards in the handle, three months 
visible. Has magnifying blade . . . colors of 
water white, red or green. 


PERPETUAL CALENDAR 
MEMO CASE 


Combination perpetual calen- 
dar and memo case . . 

perpetual calendar shows 
month, day and date. Holds 
230 loose 3 by 5 inch memo 
sheets, easily removed by a 
flick of the fingers. 


AUTOPOINT--“The Better Pencil” 


Autopoint pencils are well known for their 
smooth, comfortable writing performance. Only 
Autopoints have the Grip-Tite tip that grips 
the lead so it can’t wobble, twist or fall out. 
No. 48G Autopoint, illustrated, is of Bakelite 
molded material with gold-filled trim. Auto- 
point pencils are available for either standard or 
Real Thin Lead (41% smaller in writing area) 
and are supplied in a wide range of colors and 
prices. 


WRITE TODAY or send QUICKMAIL 
COUPON No. 21 for illustrated catalog showing 
these new Autopoint products. 


AUTOPOINT COMPANY 
1805 West Foster, Chicago, Ill. 


THE I BETTER PENCIL 


au eee o a a ee Oe ee se at 2 ae ee i ae —— 
Nb ay an 
a ; 3 
74 , 4 
AF 7 . 
: se oe ee ‘ 
r 
@ | 
1 ees || 
SHO MAKES TS [° 3 a 
|: 
i Ispeng 
7 soe e- | 
: , Cp i: st 
Be ewidus ge ca 
= @©60mNo.. pee 
: “a eo | ae i 
4 ; le oan / 
ig a 
CALENDAR LETTER OPENER ke i 
s j 
s | ’ i 
No. 
201 
\ ed = $ 
1. ' 
, | 
| | i 
2 No. P| , 
a 
P ; 
ae 
a | 
| No. | 
486 
: re nce are ree 
August, 1940 37 
t, 1940 
ee — 2 co ——-. tia 3 er . a . ne es . 


elas 


ABOVE: 


CALENDAR MEMO CASE. This new perpetual 
calendar memo case combines an easy-to-read perpetual 
calendar with a memo case which holds loose 3 by 5 
inch memo sheets. The calendar is changed by turning 
the ivory-colored finger buttons—the month and day 
are in black and the date is in red. The pack is bakelite 
molded in black or walnut, holds 230 loose memo sheets 
neatly in place at all times. From Autopoint Co., 1801 
Foster Ave., Chicago. 


ABOVE: 


AUTOMATIC MEMO UNIT. Newest item in the 
Zephyr line of automatic desk accessories, from 
Zephyr-American Corp., 31 W. 47th St., New York, is 
this Rolodex, available in black, walnut, burgundy, and 
ivory. It is housed in a bakelite case and automatically 
supplies a single sheet of paper. As the fingers roll 
the control roller, the paper is ejected into the hand 
ready for use. The Rolodex can be engraved with com- 
pany or customer names, and trade marks, names or 
emblems of any kind may be reproduced on the surface. 


LEFT: 


SELF INKING STAMP. A new line of self-inking 
stamps, all in the same frame size, has been introduced 
by R. A. Stewart & Co., Inc., 80 Duane St., New York. 
Known as the Triumph No. 100 line, it affords fifteen 
different combinations all within a 1 by 134-inch die 
space. Movement is patented, and all moving parts 
are substantially built. The line includes plain and 
slotted numbers, line daters, line numberers, band 
daters, band numberers. 


RIGHT: 


ELECTRIC STOPWATCH. This Time-It stopwatch 
unit, made by Precision Scientific Co., 1750 N. Spring- 
field Ave., Chicago, embodies the electric clock prin- 
ciple, has a direct reading counter contained in the 
unit in place of the ordinary watch dial, and is accu- 
rate up to 1/10th of a second. Time-It will read up 
to 10,000, or a total of over two hours and a half. 
It is a portable unit, 4 by 5 by 3% inches in size, 
may be used on 110 volt, A.C. current. 


RIGHT: 


DESK MODEL LIBRARY SET from The Henkel Co., 
Fremont, Ohio. The unit has an all-walnut, 10 by 342 
inch base. The forged shear and forged letter opener 
have embossed gold plated handles, fit into a compart- 
ment in back of the pen and pencil rack. A convenient 
tray provides room for pins or clips. 
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EDGE TO Revice |; FOR AN: 


SALESMANSHIP 
AS PURCHASING AGENTS LIKE IT 


By John K. Conant 


Purchasing Agent, General Printing Ink Corp., 
Past Pres., Purchasing Agents Ass'n of New Y ork* 


his firm, and their products? Sometimes it would appear that their 
own problems are allowed to seem more important; perhaps they are 
only interested in the particular order in hand. 

Repeated calls on a prospect are often necessary and advisable, but how 
few are able to judge the potential value of a call against its actual cost! 
Those who make six calls when two would do the trick, are guilty of con- 
tributing to waste in industry. Possibly the persistent caller is simply the 
routed victim of the Sales-General’s battle map! 

Then there is the salesman who, perhaps for lack of a little study, pushes 
only a part of his line, unaware of the greater field that might have been 
open to him had he consulted even an encyclopedia. Many a man has 
solicited me for a one-barrel order, unaware of our requirements of similar 
products by the tank car! 

The salesman who is not concerned with giving his prospect, or his cus- 
tomer, the best ultimate value, is definitely and constantly out on a limb, 
easy prey for the first competitor who tumbles to the situation. If you are 
selling a man gold pipe for a purpose for which iron pipe would give as good 


H many salesmen really make an effort to study the P.A., his job, 


* From an address, July 9th, before Sales Executives Club of New York. 
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or better ultimate value, watch out; you’re not only 
guilty of economic waste, your customer is soon to 
reappear on your prospect list! 

Many P.A.’s take exception to the method in which 
their inquiries are sometimes answered. A friend of 
mine, asking for a quotation on a kettle as per blue- 
print, received a reply stating the price would be: 
Metal, so much per pound; Labor, so much per hour; 
Machinery, so much per sq. inch; Freight, so much per 
100 pounds. 

Not being an expert in the metal working or trans- 
portation industries, the P.A. had no better idea of the 
delivered cost of the equipment to his firm than before 
asking for the quotation. 

This is perhaps a horrible example of what happens 
too frequently. Is it due to lack of time, effort, or fore- 
sight on the part of the seller? A buyer appreciates a 
quotation he can use “as is,” without interpretation or 
conversion. In fact, he would like the vendor to bear in 
mind all six essential elements to a complete under- 
standing of the order, and see that each is stated in the 
quotation, these are quantity, quality, price, F.O.B. 
point, time of delivery, terms of payment. 

I cannot emphasize too strongly that the salesman 
must continually study the P.A. As one eminent physi- 
cian has said “In spite of all of our medical knowledge, 
it is still true that it is just as important to know what 
kind of a patient has a disease, as it is to know what 
kind of a disease the patient has.’”’ You have to change 
your approaches accordingly! 

Seventeen “Don'ts” 

So much for the glittering generalities. Now for a 
few concrete “don’ts” which may be helpful. 

1. Don’t go over the P.A.’s head, unless you’ve shot 
the works and are sure the circumstances fully warrant 
such action. 

2. Don’t stop in because “you’re just in the neighbor- 
hood,” and tell the P.A. that in so many words. He’s 
heard it before! 

3. Don’t go to the trouble to arrange an appointment 
for a mutually convenient time, and then break it with- 
out any notice to the buyer whatsoever. Yes, there are 
some who have done just that! 

4. Don’t waste time in interviews. Get to the point 
in a gentlemanly way, and avoid the too-usual d:.acing 
and sparring around! 

5. Don’t approach the P.A. with a “tell-teacher” atti- 
tude, if reciprocity is in your heart. There’s a real place 
for reciprocity, end there should be no need, or occasion, 
to “wield the club” on any basis other than one of 
mutual respect and profit. 

6. Don’t approach the P.A. with a “you promised 
me” attitude where the song might more truthfully, or 
diplomatically, be “Oh promise me.” 

7. Don’t make your appeal on the basis of personal 
sympathy (however justified) because your family is 
sick, your boss is after you, you’ve got to make a quota, 
you need just one order, etc., etc. 

8. Don’t let yourself be caught talking to the Junior 
Buyer with a distracted air, if you have been shunted 
from the Big Chief. It reflects on your estimate of the 
Chief and his organization. 

If you’re fortunate enough to be asked to quote— 

9. Don’t immediately blame the N.R.A., Robinson 
Patman Act, Wages and Hours Law, or the war situa- 
tion in general for your higher price. 

10. Don’t make optimistic delivery promises that 
you cannot keep. They leave a bad impression with the 
buyer who has been on the fire because of them. It’s 
particularly bad on the first sale. 


GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


11. Don’t ask the P.A. for an edge to revise your 
price. Familiar words these: “Let me know when 
you’re going to close, and I might shade my quotation!” 

12. Don’t go to other “insiders” in the organization 
for the low-down as to whether the order is to come 
your wey. 

And now that you’ve actually landed the order— 

13. Don’t neglect the P.A. until the next inquiry. 
Follow up hard on everything; show the P.A. you're still 
most interested in his business. (You don’t have to 
impress anyone that you’re interested in your own.) 

14. Don’t drag the P.A. into those credit-for-the- 
order arguments that are (or should be) strictly family 
matters to be settled within the confines of your own 
firm. 

And if, sad to relate, you happen to lose the order— 

15. Don’t show bad grace, and particularly. 

16. Don’t spread ugly rumors about the P.A.’s ethics 
and methods. 

Personality in salesmanship may have been over- 
emphasized in the “good old days,” but— 

17. Don’t lean too heavily on the size or reputation 
of your firm to carry you through. Your character and 
personality can add materially to the ease and pleasure 
of transacting business that is mutually profitable, 
which brings me to my final conclusion, namely,— 

Strive constantly to make it easier for people to do 
business with your good house. Unfortunately, we buy- 
ers sometimes get the impression that there are those 
who actually enjoy trying to make things hard! 


HOW MUCH DOES YOUR BUYING COST? 
(Continued from Page 32) 


partment, accounts receivable, and in the many com- 
plicated problems of taxes, payroll, and other opera- 
tions. Here management can talk to management in 
terms of intimate experience with identical problems, 
and Mr. Jones tells of a request from a corporation 
president to have his office manager make a 300-mile 
trip to inspect the systems and routines of this station- 
ery house which, with 24,000 items, can ship 90% of 
orders on the day received, and 95% complete. 

Despite the large range of stock merchandise which 
a large stationer and office equipment dealer carries, 
every day brings him a large number of specifications 
orders. This special service often leads to a degree of 
specialty service worthy to be called research. Many 
times the distributor’s recommendation even finds its 
way into improving factory operations, such as through 
special marking devices or fastening devices. One 
manufacturer of small machined metal products adopted 
Horder’s recommendations for the use of rubber finger 
pads by their packers—which speeded up factory op- 
eration considerably. This is all part of the code of 
service of the large dealer in providing not alone mer- 
chandise but with it specialized service and experience 
for the best application of the merchandise. 

Horder’s initiative in starting research or investiga- 
tion of purchasing costs is timely. Undoubtedly the 
individual purchasing officer can uncover startling facts 
for his own information. Its sole purpose is to the end 
that all buyers and all sellers may operate more effi- 
ciently and more profitably. And so the question: “Are 
YOUR Buying Costs Too High?” 


NATIONAL BUSINESS SHOW DATES CHANGED 
Originally scheduled for October 28th to Novem- 
ber 2nd at the Grand Central Palace, New York, the 
37th annual National Business Show has been advanced 
to February 3rd to 8th at the same location. 
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DOPP.- 
CRAFT 
CASES 


Smartly styled . . . 
functionally styled .. 
priced to give tenting 


Value. 


You need go no farther than the DOPP-CRAFT line of eae 
Cases and Ring Binders, to get the best the market affords 

at a price to fit your pocketbook. 

Model 613, illustrated, is a popular priced zipper ring binder 
with three 1” rings for st or with two 1” rings 
6" center. Has two leather inside pockets and is neatly lined. 

pped with celluloid identification pocket. 
pe Adsk Your Stationer to Show You the DOPP-CRAFT Line 


BRIEF CASES and RING BINDERS by DOPPELT 


oo NOPPEMR. “es 


412 N. Orleans 
Street 
Hoe. LEATHER GOODS uncmntine . Mart 


==, 
To answer the above ad use QUICKMAIL COUPON No. 30 


“LOG O'’LIFE”’ 
The ONLY complete BABY and LIFE 
record book on the market. 


Bound in appropriate pastel shades of pink and blue 
washable fabricoid covers. 


Retails $1.50 


The McMillin-Foley Publishing Co. 


812 FINANCE BUILDING 
CLEVELAND, OHIO 


_—_ & 
NON-TARNISHING 


STAINLESS STEEL FILE SIGNALS 
NEVER CATCH ADJOINING CARDS 


Note the No Other 
Patented Points Signal Like It! 
Side View 
These improved points clinch Amod to the surface and other 


cards can't catch under them—instead, they ride smoothly over 
the hump! 


“OTH ER POINTS 


Will not rust or discolor 
Non-chip, non-fade enamels 
Twelve different colors 
Easily attached—won’'t “skid” 
Add practically no bulk 
High visibility in “window” types 
No. 2 For all modern filing needs 


Neo. 2V——-The New 
Low Tab Signal 


THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 
Sample Cards on Request 
To answer the above ad use QUICKMAIL COUPON No. 13 


TECHNYGRAPH RAINBOW STYLI 


@ A remarkable new line 
of plastic handle Styli in 
transparent containers. 


@ 29 different Styli, in- 
cluding ball points, loop 
wheel, and shading. 


Stylvr for Lettering Guides and over 400 


@ Feather-weight, bright- 
hued, non-breakable, non- 
fading lumarith. 


Ne 298 


@ Pleasing to the eyes, 
smooth to the touch, easy 
to clean and keep clean. 


@ The soft, neutral tone 
beige-mottied lumarith at 
the leading end of the han- 
die averts eye - fatigue. 
Knurling near the tip gives 
the index finger a firm grip. 


@ Made in U.S.A. 


@ Send QUICKMAIL COU- 
PS AR m PON NO. 39 for broadside 
-PLATED a showing styli in actual size 
and color. 


THE TECHNYGRAPH, TECHNY, ILLINOIS 


To answer the above ad use QUICKMAIL COUPON No. 41 
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Use QUICKMAIL 


COUPON woKE 


fa 
When You Write With « 


Templar DURO Lead 


U.S. Pat. No. 2,131,657 
PENCILS 


25% to 75% stronger than similar 
Five-Cent pencils. Available in 6 
degrees! Office Managers, Purchasing 
Agents—Ask for FREE test samples. 


RELIANCE PENCIL CORP. 


Manufacturers Mount Vernon, N. Y. 


For Test 
SAMPLES 


oe 


Use QUICKMAIL 


COUPON xo KE 


see: HE "I f 9 ” 


DISPLAYS - LABELS - BROADSIDES 
BOX WRAPS - FOLDERS - POSTERS 


LETTERHEADS 


Combination Runs on 


Four Grades of Bond 


SHEINKMAN 


Pica 


421 HUDSON STREET-NEW YORK, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 40 


FORMS PURCHASING 


(Continued from Page 26) 


where will thet control unit be located in the organiza- 
tion? 

3. What will be the relation between that control 
unit and the various departments using the forms? 

4. How and where will responsibility be fixed for 
the standard design of forms before purchasing? 

5. How will the permanency of the control be assured 
in order that the problem will be solved for all time and 
not reoccur as the years go by? 

6. Other factors which may be peculiar to the com- 
pany in which the control plan is being set up. This 
should, of course, take into consideration the work that 
has already been done in the organization and insure 
against having the new program undo whatever good 
work has already been done under other auspices. 
THE STANDARDS 

Definite scientifically-developed standards must be 
provided for the personnel to be assigned to the work. 
It is not enough to get a list of standard sizes from 
your printer and decide to put everything on sulphite 
paper and call those your standards. There must be two 
definite types of standards provided at the outset of the 
program: 

(a) Physical Standards. The physical standards for 
forms design include the elements of size, margins, 
paper stock, type faces, binders, printing processes, 
numbering, perforating, tabbing, packaging, registra- 
tion, and a dozen other physical factors. 

(b) Functional Standards. These standards apply to 
the design of the form and the placement of material 
on the form to provide for the greatest possible clerical 
efficiency after the form has been printed and put into 
use. These functional standards will be established upon 
the nine essential functions which forms are called upon 
to perform. These nine essential functions are: 1. To 
record essential data; 2. To transmit essential data to 
other points; 3. To contribute essential data to subse- 
quent operations; 4. To furnish management with data 
vital to the operation of the business; 5. To identify the 
operation; 6. To facilitate the storage and finding of 
records; 7. To minimize the possibilities of error; 8. To 
reduce the number of clerical operations; 9. To con- 
tribute to the attitude of the worker. 

These standards, both physical and functional, should 
be put into a permanent manual and left with the con- 
trol unit as their guide in the designing of forms. 
THE CONTROL FILES 

A keystone in the actual operation of forms control 
is found in the type of control files that are established. 
There must be two types of control files established in 


Gor Your Comuenience 


Quickmail reply coupons to 
communicate with adver- 
tisers, appear on pages 
19-22 of this issue. 
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For Purchasing Agents, Controllers, Office Managers 
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When you’re in the market for quality paper clips, 
specify the products for the pioneer in the business 
CLIP COMPANY — 


originators and pioneers in the manufacture of paper 


—ACCO — the 


clips. 


ACCO PRODUCTS, INC. 
39th Ave. and 24th Street, Long Island City, N. Y. 


Buy EZEON 
the AMERICAN CLIP for greater value! 


AMERICAN 


For Executives and Students 


Mashek Cases offer streamline styles—beauty— 
and high quality, so essential for school, 
college, business and professional use. 


no better cases 
MASHEK CASES or wide assortment to meet 
the growing demand of students, business 
and professional men. 


First! See Our New Fall Line, 
at Your Favorite Dealer 


FRANK MASHEK oo 
CHICAGO 


NEW YORK OFFICE: Harold Atwood, 280 Broadway 
“If it’s made with leather, MASHEK makes it Better” 


To answer the above ad use QUICKMAIL COUPON No. 29 


(ae _—_—————— ee 
To answer the above ad use QUICKMAIL COUPON No. 42 


Norma shifts on high, | 
changes color in- | 
stantly with the flick 
of a finger! Made in America 
by American craftsmen. Norma © 
is guaranteed for mechanical 
perfection and is a top notch 


new models—all beauties— 
all highly desirable as gifts, 
prizes, advertising or for per- 
sonal use. Comes in a variety 
of beautiful finishes from 
chrome to gold. Names can 
engraved on the barrel. 
Norma is universally accepted. 
Write today for complete de- 
tails. Use QUICKMAIL COU- 
ON No. 3 


the fan is cooled by evaporation. 
Shipping weight, 161% pounds. 


917 N. BROADWAY 


No water or 


electric connections - 
No instailation cost 


1EELANB Ja. 


AIR COOLER 


PORTABLE AIR COOLER 


BRINGS REAL SUMMER COMFORT TO THE HOME, 
OFFICE, HOSPITAL AND HOTEL ROOM 


Consists of a metal cabinet beautifully finished in frosty-white baked 
enamel, with a built-in lower tank for water. 
wicks which are kept moistened by a small water pump operated by the 
air current from any ordinary electric fan set behind it. 
Size: 22” high, 18” wide, 11” deep. 
PACKED one in a corrugated fibre case. 


Write for special discounts to quantity purchaser or institutions. 


SOUTHERN SALES COMPANY 


Manufacturers Representatives 


OKLAHOMA CITY, OKLA. 


To answer the above ad use QUICKMAIL COUPON No. 16 
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ECONOMICALLY PRICED 


expect the very best. 


Special low contract prices 
and samples on request. 


STANDARD RECORD COMPANY 


Makers of quality dictating cylinders 


104 South Fourth Street 
Brooklyn, N. Y. 


STANDARD 
CYLINDERS 


DICTAPHONES and EDIPHONES 


When you buy your dictating 
cylinders direct from the world’s 
oldest and largest independent 
cylinder manufacturer you can 


To answer the above ad use QUICKMAIL COUPON No. 37 


order for the program to be successful and permanent, 


There are a Numerical File and a Functional File. 

(a) Numerical File. This is a simple numerical file 
of every form used in the organization, and should con- 
tain working papers contingent upon the standardiza- 
tion of the forms. 

(b) Functional File. This is one of the most impor. 
tant items in the program. Forms can be analyzed from 
three standpoints: by departments or divisions; by 
subject matter; and by function. The only one of the 
three that will be successful is the functional classifica- 
tion. After the forms have been classified according to 
function in this file, the two files must be cross-indexed 
in order that the operation of the control unit can be 
smooth and rapid. 


THE PERSONNEL 


One of the most common and worst mistakes that 
companies make in controlling and standardizing forms 
is to place the responsibility on the shoulders of the 
wrong personnel. The engineers who design the factory 
tools are not apt to be second assistants in a department 
with not enough work to occupy their full time; neither 
should the persons assuming the responsibility for 
forms control and standardization be secondary person- 
nel with idle time on their hands. The work must be 
done by personnel which has had some training in the 
standardization of forms, including the use of the stand- 
ards and the operation of the routine involved. It has 
been proven time and again that the savings ‘made on 
the standardization of forms are sufficient to pay many 
times over the salary of very competent and efficient 
personnel. If that type of personnel is not used it is 


(Turn to Page 48) 


eS . NEW 


1941 LINE 
IS READY 


and 


line we have ever produced. 


thusiasm. 
@ Visit any one of our 3 showrooms. 
San Francisco—833 Market St. 
Chicago—231 S. Green St. 


territories or write to 


STEIN tx0s 


231 S. GREEN ST. MFG. 
CHICAGO 


LOADED WITH 
EYE APPEAL 


NEW FEATURES 


@ Students buy early 
for fall needs. 


@ Salesmen buy early 
for fall needs. 
So Buy Now and be prepared with the finest 


@ We know you will share our en- 


New York City—Empire State Bldg. 
@ Talk to our representatives on their 


CO. nc. 


WHAT A DIFFERENCE 


one-half inch makes! 


CEN -TR-KOTED 
CARBON PAPER 


Snaps Out Easier Thereby Saving Time and 
Money! Measures 842 Inches Wide by 1312 Inches 
Long . . . Instead of the Ordinary 8% by 13! 


Yet EXTRA-LENGTH is just one feature of Cen-Tr-Koted superior- 
ity. It is also non-curling . . . uncoated along the edges, for 
cleaner, quick carbon copies. Made with special-formula ink 
for added durability. Rigid factory inspection insures absolute 
uniformity. 


Cen-Tr-Koted Carbon Paper is made with 
special-formula ink for longer-life. Rigidly 
inspected at factory for perfect uniformity. 


Send for our helpful 
booklet “Carbon Pa- 
per Facts.” It will be 
sent to you free on 
request and will give 
you many informa- 
tive facts on Carbon 
Paper. 


Use QUICKMAIL 


COUPON nol! 


GRAND PRIZE CARBONS AND RIBBONS 


* 
PACIFIC CARBON AND RIBBON MFG. CO. 


J. Francis O’Connor, Pres. 
Head Office and Factory: 1451 Harrison St., San Francisco, Calif. 
Les Angeles Denver 


To answer the above ad use QUICKMAIL COUPON No. 43 
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SWAN SILVER (the original Benjamin Franklin Brand 
a —— pencil) is preferred an 
; y blue-printers, photostaters, 
architects and laboratory men Kleenertype Brand 
r= because of its high quality and 
ym ultimate economy. RIBBONS & CARBONS 
by a firm _— coe a Assured Satisfaction 
he uniform . . . easily erased... : . : 
ai writes a bold, realistic silver in Price and Quality 
Py . a joy to work with! e 
ed Write for samples of SWAN \ For samples and prices use 
be SILVER and SWAN GOLD. REE — COUPON No. 
EB G0 at é nll 
[ees | Franklin Ribbon & Carbon Co. 
: WUE ERE oo BER 161-163 William Street New York, N. Y. 
iat 
a STA i p sf \ f AUTOMATICALLY TELLS 
ry af HOW MUCH POSTAGE 
ont TO PUT ON LETTERS! 
nt A SUPERB CATALOG Letter & 
for Presenting the . ; tls st ' a ; 
veryone who uses or sells stamps buys the stamp saver 
on- SUPERB LI NE OF The only scale in all the world that instantly and amends 
be SE-LEAF indicates the exact amount of postage to put on letters— 
the (BOYCE) weighs up to 4 ounces. Made in four colors to retail at $2.00. 
pees Stamp - saver is a 
nd- LOOSE-LEAF BINDERS AND FORMS beam scale with a 
has CATALOG COVERS simple series of 
ACCOUNTING SYSTEMS FOR EVERY BUSINESS weights.—No springs 
on SALESMEN’S DISPLAY EASELS or dials! Made of 
"y RING BOOKS, Ere sandy an a 
ent Ask for Catalog No. 44 less steel. 
ts sittisiiiei Ask 7. Peed or 
A. E. BOYCE COMPANY ss senutocturers BEVERLY CRAFT 
BOYCE BUILDING MUNCIE, INDIANA Beverly Hills Calif. 
E PRES-O-TABS INKS and MUCILAGE 
| Patents Nos. 1800459-60 - ~~ 
3: THE NEW METHOD OF sediment, prevents the 
APPLYING GUMMED eee ee 
‘) REINFORCEMENTS permanent recordings. 
ashe taser, | Our mucilage being 
made of pure gum Ara- 
H bic, produces the best 
~~ adherent quality. 
—— Literature and 
rior. a4 Prices Write for Samples and Price List. USE QUICKMAIL COUPON No. 26. 
_ for 
ink CHAMPION PRODUCTS, INC. 
lute ee 
READING LABORATORIES, 410 Park Sq. Bidg., Boston, Mass. | 429 Kent Ave. Breckiyn, N. V. 


HOW’S YOUR STOCK? 


=. INK-OUT 


The universally accepted stand- 
ard of single-fluid eradicators 


Take your family—by train, plane, or auto—and come 
down for the perfect summer vacation. 


should be on yous shelves. Daily Concerts by artists of Phila. Orchestra + Restricted 
INS Check now, to be sure you have Beach + Bathing from rooms + Lunch in bathing attire on 
: our open air Dining Terrace + Sports, Dancing, Entertain- 
sufficient supply to meet your ment «+ Social Director +» Game Room + Kindergartner + 
requirements. Superb French Cuisine + 
¢ di | Cc ~ poy FOR =n, — 4 omens $6.50 
(Per Person—Two in a Room 
Calif. arene orporation ALSO EUROPEAN PLAN—Rates 
MONTCLAIR, N. J. Proportionctely Less DAILY 
—_—_— 


N THE BOARDWALK 


Lo » ATLANTIC CITY, N. J.| 
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SJ. Ss. MORS ES 
OFFERS 
Outstanding Values in 
Select Rough and Reconditioned 


Typewriters 
You will find the right machine at the right price in his huge stock. 
SPECIAL 


Write for prices on Rebuilt Monroe Calculators, Model “K” 


(hand and electric) 
came anenese:*rveemense® or 296 BROADWAY 


Send now for our latest Price List. 
‘Semting the Trade Cite 25 Ypare! Seeraee oe 


Col 


CARBONS and RIBBONS 


A complete line of quality products 
for the writing and copying needs 
of business thai give top notch results, 


When you use CODO products you join a group dedicated 
to combine fine quality and economy to produce better 
looking letters. 


Write for details 


CODO MFG. CORP. 


Coraopolis, Penna. New York Chicago 


Save 20% to 60% on 


ADDRESSOGRAPH 


5 | MACHINES 
IL «, | EQUIPMENT 
ma’ | SUPPLIES 
PARTS 


"so Elliott, multigraph, 
mimeograph, sealing, foldimg, 
mailing machines and supplies. 


ALL MERCHANDISE UNCONDITIONALLY GUAKANTEED 
Write for our catalog and price list. 
MAILERS’ SERVICE & EQUIPMENT CO. 
565—6th AVENUE (Cor. 15th St.) NEW YORK CITY 
Cable—MAILSERV—NEW YORK 


PRINTS OBTAINED 
QUICKLY 


we, EASILY 
= al LOW COST 
BABY BLUE DESK UNIT 


Eliminates the necessity for carbon copies of typewritten matter. Makes 
as many clean smudgeless copies as needed. Makes up to 10 x 18 inch 
size standard blue prints or dry process black and white prints right on 
your desk. Uses 110-V AC current. (DC type when 

specified.) Lamp guaranteed 1500 hours. Polished $49.50 
gum wood base. 8 x 34 inches. Write today for F.0.B 
complete details. Use QUICKMAIL COUPON No. 34. CLEVELAND 


VANDENWOOD COMPANY 
2900 EUCLID AVE. Dept. GD CLEVELAND, OHIO | 


America’s finest factory rebuilt... 


Master Grade 
“Speed Margin” 


UNDERWOOD 


Write for Literature and Prices 


The WHOLESALE TYPEWRITER CO. 


Only Authorized Rebuilder of the Underwood 
155 SIXTH AVENUE NEW YORK CITY, U. S. A. 
Cable: Saletype 


unusual claré 
eee 
Stentor dictating cylinders for in- 
creased efficiency—no surface noises 
to interrupt dictation — made with 
special double threaded bore, fabric 
lined minimizing chipping and scratch- 
ing. 
Buy Stentor records at a saving of 15% to 20% of what you ore 
now paying. Use QUICKMAIL COUPON No. 25. 
We specialize in fine rebuilt 
DICTAPHONES and EDIPHONES 
Let us quote on your requirements. 


DICTATING MACHINE & RECORD CORP. 


156 E. 42nd Street New York, N. Y. 


Profit By Savings 


On These 


Guaranteed Rebuilts 2 


When budgets restrict but equip- 
ment must be had, rebuilts by 
“Universal” are the answer. We 
refinish attractively, and rebuild 
thoroughly, for long years of addi- 
tional service. 


VISIBLE RECORD 


REBUILT, REFINISHED 
GUARANTEED 


EQUIPMENT and a eae woe 
OFFICE MACHINES icke ‘and other vis- 


— ible systems in cabi- 
UNIVERSAL OFFICE ta. 
EQUIPMENT CO., INC. a 


“The House That Confidence Built” 3 
561 Broadway New York City - . 
Cable—“Uniquip’—New York “ao 


A locked purse never 
takes in “Added Sav- 
ings”! 

Open up AND—you'll 
get them with Allied 
Ribbons and Carbon 
Paper. 


ALLE 


A penny post card will bring full SON & RIBSOW MIG. 
details and samples too—Don’t for- 165 DUANE STREET 
get—write now. NEW YORK. N. Y. 
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A Profitable Investment 


When your letterheads, business cards, announce- 
ments and Christmas cards win high esteem 
and prestige for you, you have made a profitable 
investment. Otherwise you are taking a loss. 
Since 1913 we have specialized in creating and 
manufacturing engraved stationery that wins 
esteem and prestige. Many of America’s leading 
corporations are numbered among our customers. 
Successful printers from coast to coast have 
Ecker craftsmen execute their engraved station- 
ery orders. 


If you are not familiar with engraving by 
Ecker, we invite you to write for Samples and 
prices. Use QUICKMAIL COUPON No. 48. 


WILL ECKER & CO. 


414 North 12th Blvd. St. Louis, Mo. 


Sturdily made of aluminum; te mark 

in red, blue, green or black, complete 
with instant-drying ink and extra nib. 
Retails at $1.50. A boon to ad-men, artists 
and shipping depart ts. WRITE for details. 


CUSHMAN G DENISON MFG. CO. 


133-5-7 WEST 23rd STREET NEW YORK 


PY JACKSO 


Grip pit 


the purest 
paper cement 


a solution of highest quality raw materials, 
made under strict laboratory control; there- 
fore always uniform, always dependable. 
NON-INFLAMMABLE. Ask your supplier 
or write for sample Kit to Harriman-Welts Products Co., 
200 Summer St., Boston, Mass. 


aa MHD SIGNS OF DISTINCTION 

— Le in Bronze and Other Metals 

for Desks, Counters and Display 
* 


Bronze signs and name plates add 
dignity to office desks and give a 
finishing touch to office installations. 
International offers exceptionally fine - 
craftsmanship at reasonable prices. 
Free sketches submitted if desired. 
Complete line of signs, tablets, letters, 
plaques, etc., made promptly to order. 
Write today for prices and details. 


KOWé sys | 


BIRUST CO. 


International Bronze Tablet Co. 


NEW YORK, N. Y. 


In Many Ways It Pays to 
Insist on the “Original” 


PUSH-PINS 
M n PUSHLESS HANGERS 
THUMBTACKS MAPTACKS 


Itpays, not only because these indispensable MOORE 
products are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide variety. 
PUSH-PINS with glass or aluwninum heads. PUSH- 
LESS HANGERS in 4 sizes. THUMBTACKS of 
almost limitless variety. MAPYACKS of all sizes 
and colors. Illustrated and described in the MOORE 
Catalog, which will be sent to you upon request. 
Only 


hanger Your Stationer Can Suppiy You 


wists MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 


NATIONAL 


PERMANENT SHARPNESS FOR PRECISION 


THIN-LINE Wood Case PENCILS 


The efficiency of thin line writing 5 

instruments is now available in low Cc 
FOUR 
DEGREES 


case wood pencils—2.5 and 3 degree 
recommended for general office use. 
No. 555 has extra thin lead for making fine lines 
and clear sharp figures. Thin-Line pencils are 
boxed in dozens, packed six dozen . . . a practical 
supply for average size offices. 


PENCIL 


SHELBYVILLE 
COMPANY 


TENNESSEE 


CARBON PAPERS 


and 
INKED RIBBONS 


WRITE Brand products fill the 
_ most exacting requirements. More 
with clean, clear impressions assure 
economy and efficiency in every 
office. 
FOR quality, service and satisfac- 
tion buy WRITE. 
Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. Factory: 
New York, N. Y. Bridgeport, Conn. 
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* Rolodex 


the “touch control” 
memo sheet case 


ZEPHYR “yoar-rossd” 
Useful Specialties 


that equal the phenomenal  thermodex 


dseccedd of AUTODEX! 


desk fountain pen 


with dial 
iatetea de thermometer 
new portfolio 
* Rolacard 


the different auto- 
matic card case 


ZEPHYR 
AMERICAN 


CORPORATION * Lettadex 
31 W. 47th ST. the envelope opener 
NEW YORK that weighs mail 


WRITE FOR “ 4 
CATALOG 


GET READY FOR THE 


FALL OPENING! 


with this 


RING BINDER 
PORTFOLIO 


Three Rings, with Pro- 
tectors. Genuine Talon 
Slide Fastener. Two 
flat pockets, one length- 
wise. Extra Zip Pocket 
and Pocket for identi- 
fication card. Sturdy 
Compo-Hide. For 11 
No.6107 x 8% sheets. 


MURRAY VARAT COMPANY 


114-124 S. Clinton Street 


Chicago, Illinois 
San Francisco Office: 833 Market St. 


J 


A few copies of the reprinted issue of 
BUSINESS EQUIPMENT TOPICS 
containing stories of 300 different 
machines are available. 

SEND CHECK WITH ORDER TO 


ANDREW GEYER, INC. 
260 FIFTH AVENUE, NEW YORK, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 38 


Gar QUICK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons appear- 
ing on Pages 19-22 of this 
issue. 


It takes only 1 minute plus 1 C to make an inquiry! 


GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


| 


(Continued from Page 44) 


entirely probable that the savings will be partia! ang 
probably temporary. 
THE REQUISITIONING 


Standardization of forms can be done according to 
two methods: the first is to standardize forms as they 
are requisitioned for reprinting; and the second is to 
standardize the forms of one major department as a 
group. The second usually occurs in conjunction with 
systems and procedures study. Most of the forms of any 
given company, however, will probably be standardized 
under the first method—that is, as they are requisi- 
tioned for reprinting. 

There are several good reasons why a controlled 
method of requisitioning should be established. The 
first is that sufficient time must be given for the deliy- 
ery of forms being requisitioned te permit the work 
necessary for standardization to be done. The common 
practice is for a department to run out of a form, then 
put through a rush requisition. This not only permits 
no time for standardization but too many times forces 
the purchasing agent into wrong methods of purchase, 
Certainly it doesn’t make for econemical production in 
the printing plant. This can all be ironed out by put 
ting in a requisitioning system that will be based ona 
periodic schedule with requisitioning and delivery dates 
fixed beforehand. It is entirely probable that the requi- 
sitioning system will be set up differently for different 
classes of material to be requisitioned. Nevertheless, a 
unified system of requisitioning must be placed into 
effect in order to properly control the forms. 

THE STANDARDIZATION 

After the above five steps have been taken, the actual 
standardization of forms can take place. This will be 
done as a routine part of the company operation by the 
personnel assigned to the work. It is not possible to 
state just how any given company would perform the 
work because there are certain factors tiat require 
solution in the individual companies. However, the 
general procedure is illustrated in the diagram shown 
with this article. Figure 1 on page 24 illustrates a 
sketch for a new form wanted by a certain department 
in a company. The personnel in the department know 
what they have to do and know that they have to have 
a form to make certain records. Therefore, they draw 
up their idea of what the form should be, including all 
the essential data to go on the form. This design is 
then sent to the forms control unit where it is checked 
against the control files to be sure that it is not dupli- 
cating another form already in existence; then against 
the manual of standards to be sure that it conforms 
with the standards adopted by the company. 

In all probability they will find that certain changes 
can be made to advantage and they proceed to redraw 
the form on special graph paper designed for the pur 
pose, to include the changes which they believe should 
be made according to standards. These changes may 
include the matter of size or shape, or marginal allow- 
ances, or punching, or some other physical factor. On 
the other hand, they may include the rearrangement of 
the material according to the functional standards for 
a greater degree of clerical efficiency, or more clarity 
in the routing instructions, or directions for use of the 
form, or in the spacing of the material for typewriter 
or business machine work, or other factors having # 
do with efficiency and economy. They will take the 
design which they make and go back to the department 
for a discussion on the forms. Between the two they 
will work out a form (Figure 2) which will be satisfae 
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HERE’S NEWS! 
| Something new and different BERNARD 
. and by the makers of a product wees: 
that all stationers know. BERNARD UN SAL LOOSE PUNCH 
- BEACH'S 2 SN i a6 odeceehsueesnan $24.00 per Dozen 
ig to Commen Sense Standard Package, One in a Box, Six Boxes 
the fis : = 1 Travelers’ Weekly in a Carton 
— es | EXPENSE SHEETS Weight Standard Package—3¥% lbs. 
7 x = $2.00 a Hundred Dies—Y%”, 5/32”, 3/16", 7/32”, ¥«” Rounds 
asa <r |] Our usual discounts to 
with eS i dealers. e@8@ @ We 
f any a. = =32 The same quality. OUTSTANDING FEATURES 
dized aae | Be Pc same ee oe Twin Spring Action—Opens and Strips Quicker 
quisi- a @ same ample space Parallel Jaws... Compound Leve oo + 1-1/16” 
———— records. Reach... Feed %"... Nickel Plated and Polished 
rolled ad chases The Wm. Schollhorn Company 
The BEACH PUBLISHING CO. Detroit, Mich. No. 162—5” New Haven Connecticut 
deliv. 
work 
= | CHARVOS DRAWING SETS | |-SELECT” BRAND PRODUCTS 
thes MADE IN U. S. A. CANARY LEGAL PADS 
role Manufactured from an _ excellent 
‘orees rS quality Free Sheet stock 
hase. WATERMARKED 
“oa “SELECT WRITING” 
Pp « 
= rue pe } INDEX CARDS 
ates = . 
requi- SCHOOL FILLERS 
— COMPOSITION. BOOK 
MPOSITION B S 
. a Po WIRE BOUND BOOKS 
into SETS RETAILING FROM $6.00 TO $8.25 . 
WRITE FOR SAMPLES TODAY REINFORCEMENTS 
L. OPPLEMAN, INC. 160 FIFTH AVE., N. Y. : 
actual 0 NATIONAL PAD & TABLET CORP. 
rill be 130 East 13th Street New York City 
ny the 
ble to 
m_ the CUMMED TAPE 5,000 COMBINATIONS 
— from Standard Parts 
r, the ‘ 
heal Printed gummed tape and PIGEON 
tes a colored tape our specialty HOLE 
tment 7 
‘ow |) TEN DAY SERVICE UNITS 
. . . oO 
a Write for price list inna 
. rn or 
ion fi Cut list and sample Folders Catale g! J " 
7 = Pe ee 
nal CLEVELAND GUMMED TAPE AND SEALER CO. Dept. GT ———- aan 
gainst P.O. BOX 5921 CLEVELAND, OHIO 
forms EFFICIENCY EQUIPMENT COMPANY 
360 W. SUPERIOR STREET CHICAGO, ILL. 
anges 


fi | STEER: & sTRONG 


should 
a @| COIN HANDLING SUPPLIES 
yr. On Stationers! They are yours to sell Exclusively! 

COIN WRAPPERS LEAD SEALS 


BRILL STRAPS 
COIN BAGS 
CURRENCY RAGS 


SEAL PRESSES 
TELLER’S MOISTENEKS 
MANUAL COIN COUNTEKs 


clarity DRAW STRING BAGS CURRENCY RACKS 
£ the METAL-CLASP BAGS WRAPPER CABINETS 
0 NIGHT DEPOSITORY BAGS SORTING TRAYS 


LINEN SHIPPING TAGS COIN STORAGE TRAYS 
DOWNEY CHANGE TRAYS 


WRITE FOR CATALOG 


THE C.L.DOWNEY CO. cincinnatio. 


TRADE MARK EG. U.S.A. 


CELLULOID 


INDEX TABS __4 


HIGHEST QUALITY 
OF MATERIALS, 4 
WORKMANSHIP 

AND PACKAGING 


THE VICTOR SAFE & EQUIPMENT CO., INC. 
NORTH TONAWANDA NEW YORK 
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tory to the department and which will satisfy the stand- 
ards which have been adopted. This design is finally 
drawn up on the special graph paper and is okayed by 
the department using the form. 

The control unit will then write up specifications (Fig- 
ure 3) for the manufacture of the form. The standards 
governing the drawing of the form and the writing of 
specifications are contained in the forms design manual 
(Figure 4, page 26) which is a permanent part of the 
equipment of the control unit. 

After this has been done, the approved design, to- 
gether with the specifications and the requisition, are 
sent to the purchasing department. From then on it is 
an extremely simple matter for the purchasing depart- 
ment to go through their regular procedure in procuring 
the form. 

A Typical Example 

This is a typical example of a new form that was 
desired by a department and which was standardized 
before it was sent to the purchasing department. The 
same procedure should be followed on existing forms as 
well as new forms. Each time a requisition comes 
through for a form to be reprinted, it should be exam- 
ined by the forms control unit, checked against the con- 
trol files, checked against the manual of standards, and 
redrawn to include both physical and functional stand- 
ards. In this connection it is very important to remem- 
ber that functional standards for greater efficiency may 
at times call for a higher-priced form than the old form. 
It has been found that as many as 10 per cent of the 
average company’s forms may be redesigned with either 
no saving or possibly even an increase in cost but with 
an appreciable amount of indirect saving in clerical 
efficiency through the application of the functional 
standards. 


Don’t forget that a form that costs one cent or legs to 
print may create a clerical expense ranging anywhere 
from a few cents to a dollar or more when that form js 
put into use in the clerical operations of the company, 
Therefore, it is necessary to pay many times as much 
attention to functional standardization for clerical eff. 
ciency than for purely physical standardization for 
economy in purchasing. 
A 30 Per Cent Saving 

Experience has proven that companies can save an 
average of 30 per cent or more in the cost of their 
printed forms through the type of control and stand. 
ardization described above. This saving of 30 per cent 
or more is over and above the savings that have already 
been made through the past efforts made within the 
company without the benefit of such an integrated and 
coordinated plan as is described here. 

Several companies have found that the indirect say- 
ings in clerical operations have far exceeded in value 
the 30 per cent or more savings which they make in the 
cost of the forms. It will be found that the major execu- 
tives of the company will, on the average, be far more 
interested in these clerical savings than in the purely 
physical savings, although no company official is likely 
to overlook savings of whatever character in this day 
and age. 

The time has arrived when business concerns cannot 
afford to be opportunists in the matter of printed forms. 
They must exercise a control that is actually a control 
in fact as well as name and bring about the standardiza- 
tion of their forms. It is one of the few remaining fields 
in which American business can still further reduce 
costs and when scientific planning is applied to the 
forms problem, one of the biggest headaches of the pur- 
chasing department will disappear! 
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on NICK COMMUMCATION 


Use Quickmail Reply Coupons. The patented Quickmail reply 
system has been secured exclusively in this field by GEYER’S OFFICE 
EQUIPMENT DIGEST for your convenience. 


On pages 19 to 22 of this issue you will find gummed coupons with 
the names and addresses of advertisers printed on them—all ready 
for quick, easy and economical communication with advertisers. 
These coupons carry your inquiry right to the individual who is ap- 
pointed to send you complete information and no further writing on 
your part is required. Read the simple instructions to the right of the 
illustration on how to use them. 


It only takes 1 minute plus lc to make an inquiry—brings you de- 
tailed information on the merchandise you need — identifies the 


source of your inquiry—avoids mutilation of vital information in your 
monthly copy. 
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DEES jeden 
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BUYERS: Make use of the Quickmail Coupons wherever possible. They 
save you time and effort and identify the source of your inquity so 
the firm addressed may send you the particular information you need. 
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And that’s why the preference for A-S-E Aurora products keeps 
on mounting. A-S-E Aurora manufactures a complete line of 
files, storage and wardrobe cabinets, desks and tables for vir. 
tually every need. The coupon below will bring you full 
details quickly—with no obligation. Merely check the prod- 


a ” NGINEERED con- 
a struction, skilled 


craftsmanship, experi- 
enced design and more dollar-for-dollar value—that’s what the 


A-S-E Aurora trade-mark means to office equipment buyers. 


P A 


[oe nts 


a 
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: ASE STORAGE AND 
e WAROROBE CABINETS 
: ty 


AURORA 
DESKS 


are made in four full Jines to 
meet the requirements of all 
office equipment buyers. They 
are well known for their high 
quality, beauty and special re- 
finements. Rigidity and strength 


* 


provide genuine steel file accessi- 
bility, safety, space economy and 
permanent protection at surpris- 
ingly low cost. They have an im- 
proved stacking device which 


* 
are made in 57 models, meet vir- 
tually every need. There are two 


complete lines— the Master line 
includes de luxe cabinets, em- 


* 


are built in two full lines. The 


new Diplomat line follows the 


modern design trend, preferred 
by many offices and institutions. 


To answer the above ad use QUICKMAIL COUPON No. 4 


ucts that interest you—and mail to us today. 


A-S-E AURORA OFFICE EQUIPMENT MEETS QUALITY AND BUDGET REQUIREMENTS 


have been built into them by a 
company which has been build- 
ing and designing superior filing 
and storage equipment for more 
than a quarter of a century. 


+ 


permits stacking as high as the 
ceiling with perfect safety. A-S-E 
DS files are made in sizes to fit 
any form. 


* 


bodying exceptionally high qual- 
ity, while the Popular line of 
cabinets provides maximum value 
at minimum cost. 


* 


The Standard line meets the re- 
quirements for conventional de- 
sign. 


ALL-STEEL-EQUIP COMPANY, 
908 John Street, 
Aurora, Illinois. 


Gentlemen: 


© 9 
A-S-E Aurora Files. 


and Wardrobe cabinets. 


Send the new catalog illustrating and describing 


Send full details on A-S-E DS Files. 
Send compiete information about A-S-E Storage 


Send the facts on A-S-E Desks and Tables. 
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